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@ Welcome to Cardinal Training
/

This training provides participants with the skills and information necessary to use Cardinal and is not intended to replace existing
Commonwealth and/or agency policies.

This course, and the supplemental resources listed below, are located on the Cardinal website (www.cardinalproject.virginia.gov)
under Training.

Cardinal Reports Catalogs are located on the Cardinal website under Resources:
* Instructor led and web based training course materials

« Job aids on topics across all functional areas

* Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users may not have
access to due to security roles and/or how specific responsibilities relate to the overall transaction or process being discussed.

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal website in the
Security section under Resources.



#/ Course Objectives
/

After completing this course, you will be able to:

Understand key journal entry concepts

Understand the overall journal entry process

Understand Agency to Agency (ATA) transfer journals

Understand how journal processing integrates with other Cardinal modules and interfaces
with external systems

Create journal entries

Create and upload a spreadsheet journal



#/ Course Objectives (continued)
/

Review and correct edit errors

Review and correct budget check errors
Submit journal entries for approval and monitor journal status

Review online inquiries for ledger information and journal status



Agenda
b ns

Journal Overview

Create Journals

Process Journals

Manage Journals




}) Lesson 1: Introduction
Y4

This lesson covers the following topics:

* General Ledger (GL) overview
« Key concepts

* Integration and Interfaces



@ General Ledger Overview
/

General Ledger is the functional area that establishes the
financial accounts used to:

« Accumulate the results of transaction processing
* Create budgets
+  Generate financial statements

«  Provide source financial data for reporting purposes
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*Time &
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@ Key Concepts
/

Key concepts in journal entry processing:

« Commitment Control enables the creation of budgets and the ability to budget check source transactions originating in
other Cardinal modules, such as Accounts Receivable (AR) — Funds Receipts, General Ledger (GL), or Accounts
Payable (AP). Budget checking checks the different agency budget ledgers at the same time.

« Cardinal uses a double-entry accounting system. This means that every entry to a ChartField string requires an offsetting
line. The double entry has two equal and corresponding sides known as debit and credit. This means that
every journal transaction has at least 2 journal lines (i.e., debit and credit lines) on each journal.

« Cardinal uses various ChartField values that allow agencies to classify transactions based on Commonwealth and
agency defined rules. For detailed information on ChartFields, see the statewide course entitled GL336: General Ledger
Maintenance on the Cardinal website in Course Materials under Training.

« Cardinal uses SpeedTypes to automatically populate ChartFields on journal entries. A SpeedType is a single value that
automatically populates a predetermined Chart of Accounts (COA) value string, such as Fund, Program, and Department.
A SpeedType provides a shortcut for frequently used ChartField combinations. When a SpeedType is entered, users can
still enter additional COA values on the associated distribution line and/or modify populated values. SpeedTypes can be
used in General Ledger, Expenses, Accounts Receivable Direct Journals, and Commitment Control Budget Journal
entries.



@ Key Concepts (continued)
/

Combination editing defines rules about which ChartField values and combinations are valid for accounting entries posted
in Cardinal. Combination editing rules apply to all modules and help ensure the accuracy of the data.

Cardinal edits all General Ledger journals to verify they balance by Business Unit (BU), Fund, and Project to ensure
debits equal credits, and to ensure cash accounts and certain transfer accounts net to zero within the journal.

Manual and spreadsheet journals are routed through workflow for approval after they pass edit, budget check, and are
submitted for approval. General Ledger budget journals, entered online or uploaded, are not routed through workflow for
approval.

An Audit Log provides users with the ability to audit documents and events that affect journals. Example events include
Create Journal, Delete Journal, Mark to Post Journal, and Update Journal.



/,) Integration and Interfaces
/

Cardinal modules, other than GL, feed different types of financial data that become journals in the General Ledger. The
General Ledger interfaces with external third party systems that also generate journals. This diagram depicts both interfaces
with external systems as well as integration with Accounts Payable, Expenses, and Accounts Receivable. They all provide

journal data to the General Ledger for financial reporting.

Accounts Payable

“Youcher Accruals

Expenses

Expense Sccruals,

Accounts
Receivable

Payments, CepositPayment
and Paymenkt e AT
| [
Exctermal Systenn i
3™ Party Setup and Period
Systems ChartFields Close
w
Extternal Creat d P . . _
3™ Party e TDE::nE.I;nEEE Fimnancizl Reporting
Systems
Extermal ':r;;“:;:d
3™ Pa
S;rﬂtenr:i EBudget
Jourmals
& et Joumal
Joumal = deheot
Spreadsheest preadshe




/;/ Integration and Interfaces (continued)
/

External journal interfaces to the General Ledger:

Commonwealth Integrated Payroll/Personnel System
(CIPPS): Sends payroll data to the General Ledger.

Agency Financial Systems: Cardinal receives journal
data through the Journal Upload process from external
agency financial systems through a nightly batch process.
Agencies receive journal data from Cardinal through a
nightly batch process and can use the journal data to
reconcile back to their agency system. Excel
spreadsheets can also be uploaded into Cardinal to
create journals. They are edited and budget checked
once they are uploaded.

Department of Planning and Budget: Creates
Appropriation, Allotment, Operating Plan, and Revenue
Estimate budget journals which are sent to Cardinal.

Fixed Asset Accounting System (FAACS): Sends asset
and depreciation financial activity to Cardinal for posting
to the General Ledger, used to produce the capital asset
financial disclosures for the Comprehensive Annual
Financial Report (CAFR).
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}) Lesson 1: Summary
/

In this lesson, you learned:

+ The General Ledger is the functional area that establishes the financial accounts used in processing transactions, creating
budgets and financial statements, and providing source data for reporting.

« Other Cardinal modules feed different types of financial data that become journal entries in the General Ledger.

« The General Ledger interfaces with external third party systems that generate journals.

11



}) Lesson 2: Introduction
Y4

This lesson covers the following topics:

* Overview
* Manual journals
» Spreadsheet journals

« Agency to Agency (ATA) transfer journals

12



@ Create Journals: Overview
V4

Journals may be created in several different ways:

Manual: Manual journals are created online under Journal Entry using header and lines tabs.

Other Cardinal Modules: For the modules below, accounting entries are created, processed, approved, edited (for
ChartField validation only), and budget checked. Journals from these Cardinal modules are created and processed
through batch jobs, and are fully edited before they post to the General Ledger.

« Accounts Payable

 EXxpense

« Accounts Receivable — Funds Receipts

The Journal Generator process formats the accounting entries, creates the journal(s), edits and posts the journals.

Inbound External Third Party and External Agency Systems: External third party systems, such as the Commonwealth
Integrated Payroll/Personnel System (CIPPS) and external agencies’ systems, create files that are staged for batch
processing to create journals in the General Ledger.

Spreadsheet: Spreadsheets can be used to upload journal data. Accounting data used to create journals can be copied
into the spreadsheet template and an Excel macro creates a file that can be uploaded and used to create a journal in
Cardinal.

13



p/ Create Journals: Manual
/

START
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HEADER AND LINE
DATA ONLINE

OURNAL ENTR
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COMPLETE?

No

v

MARK JOURNAL AS
INCOMPLETE

COMPLETE JOURNAL
DATA ENTRY

Uncheck the ‘Save Journal as Incomplete
Status’ once journal entry is complete.
This will allow the journal to continue

processing.
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»/ Create Journals: Batch
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/;/ Create Journals: Requirements
/

All journal entries must meet certain requirements. Each journal entry must:

Requirement

A Header

At least two journal lines
Balance
Account Information

Be approved

Key Points

Contains the information that identifies the journal
* Business Unit

« Journal ID

« Journal Date

Total debits equal total credits for a single journal
The sum of the debits must equal the sum of the credits

Classifies the transaction

16



74 Create/Update Journal Entries
/

A manual journal is a journal created directly in Cardinal.

Manual journal entries are initiated online from the Create/Update Journal Entries page. These types of journals are often
referred to as online journals.

To create a manual journal entry, navigate to the Create/Update Journal Entries page using the following path:

Main Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries

Favorites = I Main Menu - » General Ledger~ > Journals = > Journal Entry - > Create/Update Journal Entries

Create/Update Journal Entries

Find am Existing Value Add a New Value

Business Unit|15100 |3
Journal ID NEXT
Journal Date [10/31/2019  |[5]

Add

Find an Existing VYalue | Add a New Value




74 Create/Update Journal Entries (continued)
/

On the Add a New Value tab, enter the following fields :

* Business Unit identifies the Agency. For example,

the Department Of Accounts (DOA) iS 15100. Favorites « Main Menu « » General Ledger~ > Journals~ > Joumnal Entry ~ >  Create/Update Journal Entries

« Journal ID defaults to NEXT and, for online Create/Update Journal Entries
agencies, cannot be changed. When the journal is
saved, Cardinal automatically updates the NEXT £l on Ecing Vane |

value to a sequentially assigned number.

Business Unit[15100 |y
Journal ID NEXT

Journal Date [10/31/2019 Eﬂ

* Forinterfacing agencies, the Journal ID can be
changed to a Journal ID from the agency system
allowing for reconciliation of a journal in Cardinal
back to the agency’s system.

Add

Find an Existing Value | Add a New Value

18



7} Create/Update Journal Entries (continued)
/

® The Journal Date defaUItS tO the Current date but Favorites = Main Menu « » General Ledger~ > Journals » > Joumnal Entry + > Create/Update Journal Entries
can be changed. This date determines the
accounting period and fiscal year to which the journal |Create/Update Journal Entries

posts. [
Find an Existing Value Add a New Value

« If a date is entered that is outside of the defined
open periods, a warning message displays but e
does not require the date be changed. Verify the || sounaioae 10212010 |5
date selected is correct.

Add

« Ajournal created outside of an open period will
not pass the Edit process. The journal date of
10/31/2019 in the message to the right, is only Find an Existing Value | Add a New Value

shown as an example.

Click the Add button. If the date is outside of the current

. ) . Message
open dates the warning message will be displayed.

Journal Date 2014-05-01 iz not within the open period: fiscal year 2019 period 1 to fiscal year 2020 period 12. {5010,2)

oK Cancel

19



V4

The journal Header tab displays. The Unit, Journal ID and
Date entered on the Add a New Value tab are populated.

Key items on the journal header include:

 Long Description: Used to provide a description/purpose

for the journal entry.

 Ledger Group: Automatically populates based on the
setup of your Cardinal User ID. The Ledger Group
defines where to post the journal.

« Source: This field automatically populates based on the

setup of your Cardinal User ID and identifies the journal’'s

originating location.

« For example, if a journal is entered online, the field
defaults to ONL, indicating that this journal originated
online.

Note: * indicates a required field.

%/ Create/Update Journal Entries: Header Tab

b Favorites = | Main Menu = > General Ledger~ > Journals~ > Joumal Entry » > CrealefUpdate Journal Entries
Lines Totals Errors Approval

Long Descriptioriﬁ (]

ining
I *Ledger Group |ACTUALS &} I Adjusting Enh’y| Mon-Adjusting Eniry v|
Ledger Q Fiscal Year 2020
I *Source | ONL o} I Period 5
Reference Number ADB Date 11/01/2019
Journal Class QL

Transaction Code | GENERAL Q [J Auto Generate Lines

Save Journal Incomplete Status
[J Autobalance on 0 Amount Line

SJE Type| v|

Currency Defaults: USD / CRRNT /1

Attachments (0) Commitment Control Dcta

Reversal: Do Mot Generate Reversal

PC Send Indicator [Send to PC
PC SplitIndicator | SPIit Project Lines V]

20



V4

Adjusting Entry: Defaults to Non-
Adjusting Entry and should not be
changed.

Fiscal Year and Period: Default based on
the Journal Date entered on the Add a
New Value tab.

Transaction Code: Defaults to GENERAL
and should not be changed.

SJE (Standard Journal Entry) Type: Left
blank unless a model journal is being
created. Model journals are not commonly
used in Cardinal because they are difficult to
modify.

» Create/Update Journal Entries: Header Tab (continued)

Favorites = | Main Menu - > General Ledger =

Header

Lines Totals Errors Approval

Unit 15100

> Journals =

Joumal ID NEXT

» Joumnal Eniry » > Create/Update Journal Entries

Date 10/31/2019

Long Description

g

254 characters remaining

*Ledger Group ACTUALS a
Ledger o}
*Source DML Q,
Reference Number
Journal Class Q
I Transaction Code [SENERAL | I

Adijusting Entry | Non-Adjusting Entry v
Fiscal Year 2020
Period 4

ADB Date 10/21/2019

I Auto &nerﬂte Lines

| Save Journal Incomplete Status

SJE Type |

v | | Autobalance on 0 Amount Line

Currency Defaults: USD f CRRNT /1

Attachments (0) Commitment Control LICTA

Reversal: Do Mot Generate Reversal

PC Send Indicator | Send fo PC v
PC Split Indicator | SPIit Project Lines v

21



4/ Create/Update Journal Entries: Header Tab (continued)

« Attachments: Allows the attachment of necessary or
relevant documents associated with a journal entry.

The Attachments feature does not substitute for
retention requirements of original documentation that
may be required by statute or policy. For security
reasons, Cardinal allows only certain file types. For a
detailed listing of the file extensions allowed as
attachments in Cardinal, see the appendix section of
this course

Update the fields and add the attachments if desired by
clicking the Attachments link.

* Reversal: Do Not Generate Reversal: Creates
automatically reversing entries (as with an accrual) in a
pre-defined period. If a journal is designated as
reversing, all journal lines reverse.

Contact DOA General Accounting for assistance.

Note: This is not commonly used.

Favorites =

Header

Main Menu +

Lines || Totals

Unit 15100

Long Description

> (General Ledger~ > Journals» > Joumnal Entry » > Create/Update Journal Entries

Errors || Approval

Joumnal ID NEXT Date 10/31/2019

&

254 characters remaining

*Ledger Group ACTUALS Q Adjusting Entry| Mon-Adjusting Entry v |
Ledger Q Fiscal Year 2020
*Source ONL a, Period 4
Reference Number ADB Date 10/31/2019
Journal Class Q
Transaction Code GENERAL Q, | Auto @enemte Lines
¥ Save Journal Incomplete Status
SJE Type i ) Autobalance on 0 Amount Line

Currency Defaults: USD f CRRENT /1

Attachments (0) Commitment Control IcTa

Reversal: Do Mot Generate Reversal

PC Send Indicator | Sendto PC

PC Split Indicator

[ Spiit Project Lines




4/ Create/Update Journal Entries: Header Tab (continued)

« Save Journal Incomplete Status:

* An online journal (whether manual or
spreadsheet upload) can be saved in an
incomplete status to be completed later.

« Journals saved with an incomplete status are
not batch edited or budget checked.

« Ensure the Save Journal Incomplete Status
check-box is selected.

* Once saved, the journal status is updated to
T - Journal Entry Incomplete and the journal
Is bypassed during batch processing until the
check-box is cleared. Before saving,
additional fields may be required.

Click on the Lines tab to continue creating the journal.

Favorites = Main Menu ~

Header Totals Errors Approval

Unit 15100 Journal I NEXT

> General Ledger+ »* Joumals+ » Joumal Eniry = » Create/Update Journal Eniries

Date 11/05/2019

Long Description|test

’
&

250 characters remaining

*Ledger Group ACTUALS Q. Adjusting Entry | Mon-Adjusiing Entry

]

Ledger Q Fiscal Year 2020

*Source |[OML aQ Period 5
Reference Number ADB Date 11/03/2019
Journal Class Q

Transaction Code | GENERAL Q

Auto Generate Lines

I ¥ Save Journal Incomplete Sf:atusl

SJE Type| T

Currency Defaulis: USD FCRRNT /1

Aftachments (0)  Commitment Control CTA

Reversal: Do Mot Generale Reversal

O Autobalance on 0 Ameunt Line

PC $end Indicator [ Send 10 PC

]

PC Split Indicator | SPlit Project Lines

Entered By PPS1_KAREM.GHOLSON GHOLSOMN KAREM

Entered On
Last Updated On
[l save ||[=] Mofify || = Refresh s add

7] Update/Display
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/) Create/Update Journal Entries: Lines Tab

The journal Lines tab displays. Journal entry lines record the monetary amounts and ChartField values associated with each
transaction. SpeedTypes can be used here to automatically populate a predetermined Chart of Accounts value string.
Contact the agency ChartField Administrator to have a SpeedType added

The Personalize link allows the user to change the order in which the ChartFields display.

®© DO NOT TOUCH THIS RADIO BUTTON. If executed processing issues may occur.

Favorites = | Main Menu - > General Ledger~ > Journals » > Joumnal Entry » > Create/Update Journal Entries

5eader- Lines _Intals Errors Approval

Unit 15100 Joumnal ID MEXT Date 10/31/2019
Template List Change Values
| interintraUnit Q) | *Process | Edit Journal v | Process
Lines Personalize | Find | (2 ] E
Select Line *Unit *Ledger SpeedType Accounta Fund Program Department Amount
O 1 15100 CL ACTUALS Q e} Q Q Q,
4 3

Lines to add 1 =l

Totals Personalize | Find | View &l | {21 E First (4) 1of1 (b Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
15100 1 0.000 0.000 T M

[5] save ||[=] Motify ||:* Reiresh E: Add || 5 Update/Display

Licadar | linae | Tagale | Dremes | Ampnransnl




V4

y '
(s

Template

Create/Update Journal Entries: Journal Line Copy Down

Another option available from the Lines tab, the journal line copy down template feature allows copying of specific
ChartFields from one line to the next to speed up manual journal entry.

To use the journal line copy down feature, select the Template List link to display the Journal Entry Template List page.

Header | Lines | Tolals | Errors | Approval

General Ledger »  »

Favorites = Main Menu = ¥
Header Line= Totals Errors
nit 15100
Template List
| Interintralnit @ |
Lines
Select Line *Init
] 1 lis100
4
Lines to add 1 =] |j|
Totals
it Total Lines
15100 1
[ save ||[=] Motify || = Refresh

Joumnals+ *  Joumal Endry =

Approval

Journal ID MEXT

Create/Update Journal Eniries

Date 11/05/2019
Change Values

*Process | Edit Journal

¥ | | Process

*Ledger SpeedType Account~

0, ACTUALS =}

Total Dehbits ~

(.00

Personalize | Find | 2 | [

Fund « Program= Departrent Amount

e €3 Q Q,

Perzonalize | Find | Vigw Al | (7] | E‘ First (4 1of1 (¢ Last

Total Credits Journal Status Budget Statusw

(.00 T M

Ch add || Z] Update/Display
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Y Create/Update Journal Entries: Journal Line Copy Down
7~ Template (continued)

Journal Entry Template grid fields cannot be edited. These are the fields that display on the journal lines.

The Journal Line Copy Down grid is used to select the ChartFields to copy down from one line to the next:

» Select the check-boxes for the ChartFields to copy to any additional lines. In this example, Unit, Ledger and Fund are
selected.

* Click the OK button to return to the Lines tab.

Favorites M: ;
i , a‘l Journal Entry Template List X
Header H Lines H Journal Entry Template - Show Journal Line Grid Columns Personalize | Find | View All | (2] | First (4) 10f1 (») Last
; Chartfield || Amount i! Miscellaneous | [F=2¥
Unit 15100 | | ’ — [l .
Templat Selected Template Type Template ID Default Unit Ledger Speed Type Event Account Fund Program
\ I
¥ Lines v All STANDARD v v v v v v v
q »
Select Line
(] 1 ' Journal Line Copy Down - Copy Journal Line Columns to New Lines Personalize | Find | View Al | 2] [ First (4) 10f1 (») Last
| Chartfield || Amount || Miscellaneous |
Linestoadd| | Selected Action Template Type Copy Down ID Default Unit Ledger Event Account Fund Progi
v Totals v | v| Al STANDARD v v v O O i) C
Unit Total 4 »
15100 1 oKk |l cancel || Refresh |

\[5] Save ||[=] Notify

Header | Lines | Totals o




})‘ Create/Update Journal Entries: Journal Line Copy Down
7~ Template (continued)

» Enter the ChartField values on Line 1.

» To add additional lines, enter the number of lines in the Lines to add field.

» Click the (+) button to the right of the Lines to add field.

« The additional lines are added and the fields selected to copy down are copied to the new lines.

Favorites = | Main Menu - > General Ledger- > Journals = > Joumnal Entry » > Create/Update Journal Entries

Header || Lines || Totals || Errors || Approval

Unit 15100 Journal ID NEXT Date 10/31/2019
Template List Change Values
Interfintralnit Q | *Process| Edit Journal v | | Frocess
w Lines Personalize | Find | (2] @
Select Line *Unit *Ledger SpeedType Account Fund Program Department Amount
O 1 15100 Q. ACTUALS Q 4008026 |@ 02111 | [737001 Q. [B5400 a |

O [15100 1 ACTUALS Q02111 |3
L] ]

Lines to add 1 =]

w Totals Personalize | Find | View All | & | [ First (4) 10of1 (b Last
Unit Tatal Lines Total Debits Total Credits Joumnal Status Budget 3tatus
15100 2 0.00 0.00 T M

|[E]Save ||[=] Motify | &% Refresh | |Es Add || 3 Update/Display |




7~ Template (continued)

As journal lines are entered, click the calculator icon
to display a running total of the actual debits,
credits, and total lines.

A single journal entry must contain at least two lines
where total debits equal total credits.

The Totals tab allows verification of amounts in the

journal entry. It displays the net difference between
the amounts entered and control totals, if the control
totals are entered manually.

The Errors and Approval tabs are not used during
the creation of journal entries. These tabs are used
when the journal is ready for processing.

Click the Save button.

Create/Update Journal Entries: Journal Line Copy Down

Favorites = | Main Menu » > General Ledger~ > Journals~ > Joumal Entry v > Create/Update Journal Entries
Header Lines || Totals I Errors I Approval | I
Unit 15100 Journal ID NEXT Date 10/31/201%
Template List Change Valuss
[ Inter/intralinit Gs | *Process | Edit Journal v | Process |
Lines Personalize | Find | | E
Select Line rtment Amount Stat Stat Amt Reference Journal Line Description PC Status
(] 1 L 5,000.00 L Charge Card Rebate Fees Mot Distributed
(] 2 QL -5,000.00 o} Mot Distributed
1 r
Lines to add 1 =
Totals Personalize | Find | View All | (2| E First (4) 10f1 (») Last
Unit Total Lines Total Debits. Total Credits Journal Status Budget Status
15100 2 5,000.00 5,000.00 T N
Save ||| [=] Notify || Refresh [Er Add || & Update/Display
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s

»/ Create/Update Journal Entries: Edit
7

From the journal lines tab click on Process for Edit Journal. After a brief pause, the following message appears:

Favorites « | Main Menu + » General Ledger~ > Jourmals + > Joumal Entry » > Create/Update Journal Entries
l—=
| Header || Lines || Totals || Errors || Approval |
Unit 15100 Joumnal ID 0001289129 Date 10/31/2019
Template List Search Criteria Change Values View Audit Logs
Interfintralnit Q | "Process|EdiiJoumaI v Process | Line 2
W Lines Personalize | Find | (2] | E
Select Line *Unit *Ledger M E35age
O 1 15100 G ACTUALS
O 2 15100 Q ACTUALS Would you like to wait for confirmation that the Edit process has completed? (5010,465)
4
= Your request is currently in process. If you choose to wait, once the process has completed, you will be returned to the updated
Lines to add ! Journal. Ifyou choose not to wait, please check the Process Monitor to verify that the scheduled process has completed before
w Totals accessing the Journal.
Unit Total Lines
[ Yes | MNo |
15100 2
|[E) save ||[=] Motify ||&% Refresh | |Ek Add || 5 Update/Display

There are three possible actions the user can take to complete the action:

« Click Yes
« Click No
« Do Nothing



}) Create/Update Journal Entries: Edit (continued)
/

If the user clicks Yes the Journal Entry action is completed and the page will display as shown below.

Edit page will be display as:

Favorites | Main Menu - > General Ledger+ > Journals + > Joumal Entry » > Create/Update Journal Entries
Header || Lines || Totals || Errors || Approval
Unit 15100 Journal ID 0001239129 Date 10/31/2019 Errors Only
Search Criteria Change Values View Audit Logs
Inter/intralnit @ *Process | Edit Journal v | Frocess Line| 10
w Lines Personalize | Find | (& | E
Select Line *Unit *Ledger SpeedType Accounta Funda Program & Department Amount
O 2 15100 Q ACTUALS Q 5013110 Q01000 |G 799001 Q92100 I Q, -5,000.00
O 1 15100 0 ACTUALS Q5013120 Q01000 |G 799001 Q92100 Q, 5,000.00
4 3
Lines to add 1 =]
+ Totals Personalize | Find | View All | {21 ] @ First (4) 10f1 () Last
Unit Total Lines Total Debits Total Credits Jourmnal Status Budget Status
15100 2 5,000.00 5,000.00 vV vV
[5]save ||[Gh Returnto Search ||[Z] Motify || 2% Refresh |Es Add | Update/Display
HEGTer [ LINes [ 1oials | EMors | Approvar




}]\ Create/Update Journal Entries: Edit
/s

If the user clicks No when completing the EDIT process the Journal Entry action will create a message. Make a note of the
process instance number.

Click ok and navigate to the Process Monitor to s
referenced process instance 10648794. i
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»/ Create/Update Journal Entries: Edit (continued)
/

Main Menu > People Tools > Process Scheduler > Process Monitor
In the Instance From field enter the Instance number referenced in the prior message.

Click Refresh. The Run Status will display the transaction is successful.

Favorites = ‘ Main Menu = » PeopleTools » > Process Scheduler » > Process Monitor

Process List

View Process Request For

User |0 FPS1_KAREMN.ICy, Type | v | [Last v | 100 [Days T :  Refresh
Server. Y| Name | Instance From| 10548784 Inslan{:e To Report Manager
Run Status\jl Distribution Status | v | save On Refresh
Process List Personalize | Find | View All | (2] | @ First (4) 10f1 () Last
Select Instance  Seq. Process Type :;?::ss User Run Date/Time Run Status gg:m:ution Details
10648794 Application Engine  GL_JEDIT_0 PPS1_KAREN.GHOLSON 1E[g$1;2019 124Z48PM 1 occess  Posted Details

Click on Details link



o,

V4

¢/ Create/Update Journal Entries: Edit (continued)

Click on View Log link. The LOG will display under the name field. Click on the LOG and validate the process is completed
successfully.

Process Detail

Process
Instance 10645794 Type Application Engine
Name GL_JEDIT_O Description PS/GL Online Journal Edit
Run Status Success Distribution Status Posted
Run

Run Control ID ONLJEPPS1_KAREN GHOL0OD0000D004
Location Server
Server PSUNX2

Recurrence

Date/Time

Request Created On 10/31/2019 12:42:48PM EDT
Run Anytime After 10/31/2019 12:42:48PM EOT
Began Process At 10/31/2019 12:43:00PM EDT
Ended Process At 10/31/2019 12:43:25PM EDT

oK || cancel |

Update Process

Hold Request
Queue Request
Cancel Request
-.: Delete Request
Re-send Content

Actions

Paramsters
Message Log

Batch Timings

View Log/Trace

Transfer

View Locks

Restart Request

View Log/Trace
Report

Report ID 47310734
Mame GL_JEDIT_O

Run Status Success

P5/GL Online Journal Edit
Distribution Details

Distribution Node fintrn

File List
MName

AE_GL_JEDIT_0_10642704. log

Distribute To
Distribution ID Type

ser

Feturn

Process Instance 105845794 Message Log

Process Type Application Engine

Expiration Date 11/30/201%9

File Size {bytes) Datetime Created
G643 0312019 12:43:29.723635PM EDT

*Distribution ID
PP31_KAREMN.GHOLSON
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p/ Create/Update Journal Entries: Edit (continued)
/

The following is displayed on the LOG

PeopleTools 8.57.84 - Application Engine

Copyright {c) 1988-281% Oracle and/or its affiliates.

All Rights Reserved

Begin reguest number 1 for User ID "PPS1_KAREM.GHOLSON™ and E@n Control ID “OMLIEPPS1_KAREMN.GHOLBOEE22E004". (5368,5)
& Row(s) Processed (1312@,8)

Commitment Control Budget Processing has begun. (18821,58)

Reguest  Statistics. Documents Processed: 1, Errors: 8, Warnings: @ (18821,59)

Commitment Control Budget Processing Complete. (12021,52)

End request 1 for "PP51_KAREM.GHOLSON" / "OMLIEPPS1_KAREM.GHOLS®@@@28084". Header errors: @; Line errors: ©. (5868,7)
Application Engine program GL_JEDIT_@ ended normally

NOTE: When the user initiates the Edit or Post process and receives the warning message but does not respond to the
message and instead closes the browser tab and returns to the journal in Cardinal, the journal entry WILL NOT PROCESS
AN EDIT OR POST.



}) Lesson 2. Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.

Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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/;/ Spreadsheet Journals
7

Another way to create a journal is by uploading a spreadsheet journal from an Excel spreadsheet.

The JRNL1.xls workbook is the Cardinal Spreadsheet Journal Import user interface. This spreadsheet is used to prepare

and enter journals, group and manage journals in journal sheets, and import journals into Cardinal. This interface helps
create large journals more efficiently.

The Spreadsheet Journal Import document creates a text file that can be imported into Cardinal.

Define/Edit Setup
Requirements

Re-Upload File into
Cardinal GL

Create New Journal
Sheet

Correct Errors

If Errors, Review
Log

Enter Header
Information

Enter Journal Lines

N

Upload File into
Cardinal GL

Write File
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@ Spreadsheet Journals: Prerequisites
/

Before uploading a spreadsheet journal, Microsoft Excel must be set up to accept macros in the security settings.

There are two files used to import spreadsheet journals into the General Ledger. These files are located on the Cardinal
website in Forms under Resources and must be copied into the same folder on your computer:

 GL Journal Spreadsheet Upload Excel Template (JRNL1.xlIs): Journal workbook used to create and import journals.
This file can be renamed but the file extension must remain .xls. Multiple journal workbooks can be created by saving
the original JRNL1.xls file with a new filename.

« GL Journal Spreadsheet Upload XLA Macro File (JRNLMCRO.xIs): Not used to create journals but must be
downloaded so the JRNL1.xlIs file macros work properly. The filename extension needs to be changed from .xIs to .xla
when saving it to your computer. Once saved, however, the macro file, JRNLMCRO.xla, must not be changed or
renamed.

For more detailed information about downloading these files, see the statewide job aid entitled GL332: Uploading
Spreadsheet Journals located on the Cardinal website in Job Aids under Training.
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/) Spreadsheet Journals: Define/Edit Setup Requirements

To begin creating the spreadsheet journal, access the Spreadsheet Journal Import control page by opening JRNL1.xls. If
prompted, choose to Enable Macros. The JRNLMCRO.xla file does not need to be open; however, the file does need to be
in the same folder as the journal workbook.

Click the Setup button.

ORACLE’ Spreadsheet Journal Import
r General ————————— 1 Joumal Shests ——— — Import Journals ——
O +€
Setup MNew Import Now
S Microsoft Excel Security Motice @
&
Not Edit Write Fil
ares : e @ Microsoft Office has identified a potential security concern.
)@ Warning: It is not possible to determine that this content came from
Delete a trustworthy source. You should leave this content disabled unless
the content provides critical functionality and you trust its source.
File Path: | ch\Users\gtm36482\DocumentsiTrainingGL
= \JRMLMCRO.xla
Copy
Macros have been disabled. Macros might contain viruses or other
security hazards. Do not enable this content unless you trust the

source of this file,

Mare information

Ignable Macros ] [ Disable Macros ]




(continued)

The Define Options and Defaults dialog box displays.

In the Header Defaults section, enter the Business Unit
and Ledger Group. Cardinal recommends leaving the
Date field blank, which allows use of this header for
numerous journals going forward, with numerous journal
sheets.

Source, AutoGen Lines, General Options, Message
Options, and Online Import Control automatically
populate. Information in these sections should not be
changed.

Click the OK button.

The message This is not a secured web address. Use it
anyway? displays. Click the Yes button.

7 Spreadsheet Journals: Define/Edit Setup Requirements
/

Define Options and Defaults

— Header Defaults

Business Unit: 15100
Date: —
Ledger Group: ACTUALS]

— Message Options
" Log Error Message only

{* Log Successful and Error Message

¥ Display Messages Online

Source: SP] I

User ID: ]

[~ Enable Multibook
¥ AutoGen Lines I

— Document Sequendng
[~ Enable Document Sequencing

e

Default Document Type:

Cancel

I iy

Configure

I.— General Options "

Languege: ﬁ_

— Online Import Control

Jhttp W wserver = fumllink <site =/

—

Address:

User ID:

" Change import status to Do Mot Impart

After successful import
|7 {* Keep import status as Import

[ skip if Journal already exists

[~ skip if Journal has error

I T T LI LTTETTE ST UIET TOTTLY T

Define Options and Defaults

:] This is not a secured web address. Use it anyway?

Mo N

|] Yes

S =T o I T o O T Tl
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,} Spreadsheet Journals: Create a New Journal Sheet
V4
The Spreadsheet Journal Import control page displays.

Click the New button to create a new journal sheet. The New Journal Sheet pop-up window displays. Enter a name for this
spreadsheet. A journal sheet can contain multiple journals.

Click the OK button.

ORACLE' Spreadsheet Journal Import

r General ———————— [ Journal Shests ——— r Import Journals ————
O +E
Setup New Import Now
il
Notes Edit Write File
2 Mew Journal Sheet @
Delete
Mew Journal Sheet Mame: oK
Cancel
Copy
|]J0uma| IUpload|




(continued)

The following fields automatically populate based on
the values entered on the Setup page:

* Unit (Business Unit)
« Journal ID
« Journal Date
» Ledger Group
* Source
« Effective Date
In the Description field, enter a journal description.

In the Commitment Control Amount Type field,
always select Actuals, Recognize, and Collect
from the drop-down.

Click the OK button.

Note: Do not use any special characters (e.g., %, &,
-, etc.) in any field.

Spreadsheet Journals: Create a New Journal Sheet

Spreadsheet Journal Import

Journal GEEGHMSysD Unt Journal D Date  Description
| | & } = ] En | Mew Journal Header I 7
| Journal Lines . . o Description:
|[Sys D Journall}  Line# Unit Ledger Account Journal Upload GL332
| Mo [ Unit; 15100
+ | =t =
] ] 1 | Select fields to copy from g Joumal I0: ]NEXT—'
Journal Date: 09/25/2018 I AstoGenLines
Reference Number: I™ Adjusting Entry:
Cancel
Ledger Group: ACTUALS Document Type:
Ledger: Dot Sequence:
Source: 3R] Adjustment Type:
User ID: J Commitment Control Amount Type:
Actuals, Recognize and Coller ®
Journgl Class: J J
Transaction Code: égzgq Location
r— Currency Information — Reversal
Foreign Currency: ¥ None
EFrecte Date J 5T I {"" Beginning of Next Period
{" End of Next Period
Rate Type: J  Next Day
Exchange Rate: ] {" Specified Date
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@ Spreadsheet Journals: Create a New Journal Sheet
(continued)

Use the Journal Lines section to enter the debit and credit lines.

Use the (+)/(-) buttons for adding or removing journal lines. Enter the information for each journal line and, if any lines are
added, delete those lines that are not populated. If copying and pasting from an Excel workbook into the journal spreadsheet,
make sure to use Copy > Paste Special > Paste Values to maintain the existing format of the journal workbook.

Validation of the journal data is not performed until the file is uploaded into Cardinal. Be sure to manually check the balance
to verify the net of the Amount column is zero (debits = credits). Because this is Excel, remember that highlighting the
column of values gives a sum total at the bottom of the spreadsheet. If it is anything other than zero, make updates.

Spreadsheet Journal Import IE

Journal Header EENRT Journal ID Date Diescription
1010 15100 NEXT 9252018  Journal Upload GL332

+ A ES
Journal Lines |
Sys I Journal ID Line # Unit Ledger Account Speedlype  Fund Program Department Cost Center Task FIPS | Amount Stat Stat Amount Reference Description

v v [ [ v [ [ [ [ [ [ [ [ [ [

+ | - | +. | - | | Select fields to copy from a previous line by marking the checkboxes under each field.
1010 NEXT 1 15100 ACTUALS 5011230 1000 724001 ss300 20.00 Correct Department
1010 NEXT 2 5100  ACTUALS 5011230 000 Tre001  "os400 (20.00) Correct Department

After all the lines have been entered for the journal, select File then Save from the Excel menu to save the workbook.
Click the Home 4 icon to return to the Spreadsheet Journal Import page.
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jp/ Spreadsheet Journals: Write Journals to File

Once all required information is entered on the Excel
spreadsheet, create the file to be uploaded as a spreadsheet
journal into Cardinal GL.

On the Spreadsheet Journal Import home page, click the
Write File button. The Write Journals to File box displays.

Highlight the desired sheet(s). Once the sheet(s) is selected,
the highlighted color is blue.

The location of the file is listed under File name. The file
extension, .txt, should not be changed, however, the name of
the file can be changed.

Click the OK button. The file is created and saved to the
computer. Close Excel.

Note: If more than one sheet is selected, and the Write one
file per Journal Sheet check-box is unchecked, only one text
file is created for all journal sheets selected. If more than one
sheet is selected, and the Write one file per Journal Sheet
check-box is checked, a text file for each journal is created,
with separate identifiable names.

Note: The Import Now button is not used.

ORACLE Spreadsheet Journal Import

 ‘General — Journal Shests ————— [ ImportJournals —————
D o8
Setup New Import Now
&
Notes Edit Write File
P
Delete
Copy
= =
[Write Journals to File | @

Select Sheet:

Cancel

All

Mone

M I write one file per Journal Sheet
File name:
|C: Wsersigtm 3646 2\ Documents \JRML_ABP_GL332.tx
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V4

i/ Spreadsheet Journals: Upload File into Cardinal GL

After the journal file is created, upload the spreadsheet journal into Cardinal using the batch Spreadsheet Journal Import
process:

Log into Cardinal.
Navigate to the Spreadsheet Journal Import Request page using the following path:

Main Menu > General Ledger > Journals > Import Journals > Spreadsheet Journals

If this is the first time uploading a spreadsheet journal, select the Add a New Value tab to add a Run Control ID. If thisis
a recurring task, enter the Run Control ID and click the Search button to access the Spreadsheet Journal Import
Request page.

Favorites = | Main Menu - » General Ledger » > Joumals = > ImportJoumals = > Spreadsheet Journals

Spreadsheet Journal Import

Find an Existing Value ] Add a New Value

Run Control D [123456729|

Add

Find an Existing Value | Add a New Value
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/‘ Spreadsheet Journals: Upload File into Cardinal GL
7 .
7~ (continued)

The Spreadsheet Journal Import Request page displays. The default Report Request Parameters display for the batch
import of the journal worksheet and should not be changed:

* Number of Data Files: Single data file
 Character Set: ISO_8859-1

« If Journal Already Exists: Skip

« If Journal is Invalid: Skip

Favorites = | Main Menu » (General Ledger~ > Joumnals~ > Import Journals » > Spreadsheet Journals

Spreadsheet Journal Import Request

Run Control ID 123456739 Report Manager  Process Monitor Run

Report Request Parameters

*Number of Data Fi]es| Single data file

*Character Set|ISO_8558-1 o}

Journal Processing Options

[] Edit Journal(s)

*If Journal Already Exists | Skip v| Recalc Exchange Rates
[] Approval Option
*If Journal is Invalid [ Skip v| bp ot
Add Delete. || View | Attached File
\[5]save ||[@h Returnto Search || #=] Previous in List | |45 Nextin List [E} Add || & Update/Display
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/‘ Spreadsheet Journals: Upload File into Cardinal GL
7 .
7~ (continued)

Additional Report Request Parameters:

« Journal Processing Options
« Edit Journal(s) — This field should remain unchecked.
« Approval Option - This field should remain unchecked.

» To upload the journal spreadsheet file created and saved earlier to your computer, click the Add button to attach it.

Fawvorites - | Main Menu - » General Ledger- > Joumnals = > Import Journals = > Spreadsheet Journals

Spreadsheet Journal Import Request

Run Control ID 123456789 Report Manager  Process Monitor Run

Report Request Parameters

*Mumber of Data Fi]es| Single data file W Journal Processing Options
*Character Set|150_82858-1 Q (1 Edit Journal(s)
*If Journal Already Exi5t5| Skip v| Recalc Exchange Rates
*If Journal is Invalid [Skip v [] Approval Option
Add Delete View Attached File

I%SEUE (2" Return to Search ' =] Previous in List -4,] Nextin List ||[=] Notify k. Add || 5 Update/Display




V4

The File Attachment window displays.

Click the Browse button (if using Windows 7) or
click the Choose File button (if using Windows 10)
to find the location of the Excel file to be uploaded,
and select the file. The Choose File to Upload
window displays.

Find and highlight the .txt file that was created
earlier for upload.

Once the file is highlighted, click the Open
button.

Click the Upload button.

- Spreadsheet Journals: Upload File into Cardinal GL
(continued)

File Attachment

Browse...

! = —

| ————————————————————

Help

‘2 Choose File to Upload @ |
@l\;}=| . » Libraries » Documents » Training » GL » - | &,| | Search GL j el I
COrganize = Mew folder == - [ 'ZE}Z'

't Favorites E)Locu ments library Arange by: Folder +
4 Downloads

: -
=1, Recent Places Mame

Li - , GL332 Processing Journal Entries
- Libraries

3 Documents ¥ Job Aids

J‘- Music , MAW201 Mavigation in Cardinal FIN
] Pictures £ | NAY220 Cardinal Reporting

E Videos 2018_YE_Procedures_Memo

M= GLE02B_GL_Additional_Journal_Edits

Date modified Type

4/17/2019 5:16 PM File fol
4/11/20191:25 PM File fol
28 PM File fol
910:35 AM  File fol

277/

4/16/2

9/21/20181:24 PM  Adobe |

9/10/2018 3:56 PM___ Micros

8 Computer || | JRNLABPGLI32

9/25/2018 3:59 PM__ Text D

B UTP_GL602B
B3 V_GL_JRNL_NOT_POSTED_9578710_091218
@] W2BPW_GL_AR_FINAL

£, Windows (C:)

&= FLASH DRIVE (E:)

*:"I_i Metwork

- |4 1

File name:

9/10/2018 357 PM  Micros |

9/12/2018 5:11 PM  Micros
8/15/2018 215PM  Micros

b

- [AnFiles 1) - |

| Open I Cancel
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/) .
~~ (continued)

The File Attachment window displays and the file

selected shows in the File Attachment file name box.

» Click the Upload button to attach the selected file.

The Spreadsheet Journal Import Request page
displays and the file displays as the Attached File.

*  Click the Save button.

*  Click the Run button which executes the process
and saves the Run Control ID and parameters.

. Spreadsheet Journals: Upload File into Cardinal GL

File Attachment

C\Userswhbv24958\Deskiop\PUM U Browse. .

—

Spreadsheet Journal Import Request
Run Control ID 123456788

Report Request Parameters

Favorites « | Main Menu - > General Ledger + > Joumals ~ > ImportJoumnals » > Spreadsheet Journals

Report Manager  Process Monitor

*Number of Data Files | Single data file

v Journal Processing Options

*Character Set [30_8859-1 Q
*If Journal Already Exists
*If Journal is Invalid

LI Edit Journalis)
Recalc Exchange Rates

| Approval Option

Add | Delste || View | Imtached File JRNL_KLGGL332.txt.c|ocx|

save ||[=] Notify

[E, Add || 7 Update/Dizplay
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//’) (continued)

The Process Scheduler Request page displays.

» Select the Spreadsheet Journal Import
check-box.

Click the OK button.

The Spreadsheet Journal Import Request page
displays and a Process Instance number now
displays.

 Click the Process Monitor link.

Spreadsheet Journals: Upload File into Cardinal GL

:I FProcess Scheduler Reguest

User D PFPE1_ALLISOM.PATRICK
I
Server Name
Recurrence
Time Zone Q

Process List
Select Description

[l Journal Import with Edit

Spreadsheet Joumal Import

Run Control ID Spresdsheei_Journsl_lmport

Run Date [08/25/2018 H)

Run Time [1:18-11PM | Resat to Current Date/Time

Process Name Process Type *Type *Format Distribution

Application Engine Disfribufion
Application Engine Distribufion

BL_EXCL_BATC

GL_EXCL_JRNL

<

Favorites + | Main Menu - : General Ledger ~ >

Spreadsheet Journal Import Request

Run Control ID 123456789

Joumals » > Import Jounals = > Spreadsheet Journals

Report Manager I Process r\."lonitorl

| Process Instance: 10648800 |
Report Request Parameters
*Number of Data Files | Single data ile hd Journal Processing Options
*Character Set [S0_8359-1 Q [ Edit Journal(s)
“If Journal Already Exists Recalc Exchange Rates
. ) approval Option
*If Journal is Invalid
Add | Delete || View | Attached File JRML_KLGGL332 txt.docx

[5]Save ||[Eh Returnto Search | 45| Previousin List | |45 MextinList ||[=] MNotify E} Add Update/Display
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/’) Spreadsheet Journals: Upload File into Cardinal GL
7~ (continued)

The Process List displays.

* Click the Refresh button until the Run Status is Success and the Distribution Status is Posted.

Favorites = | Main Menu - > General Ledger = > Journals = > Import Journals = > Spreadsheet Journals > Process Monitor
Process List .
View Process Request For
User IDPPS1_KAREN.IC,  Type |Application Engine v | [Last v | 100 || Refresh ||
Senrer| ¥ | Name 1 Instance From Instance To Report Manager
Run Status| ¥ | Distribution Status | ¥ | ¥ save On Refresh
Process List Personalize | Find | View All | (21| [ First (4} 1-350f35 (¢ Last
- : Distnibution :
elect Instance Seq. Process Type Process Name User Run Date/Time Run Status Status Details
10648800 Application Engine  GL_EXCL_JRNL PPS1_KAREN.GHOLSON 1312019 34599FM | iguecece  posted Details

*  Click the Details link.



/}) Spreadsheet Journals: Upload

(continued)

The Process Detail page displays.

* Click the Message Log link.

The Message Log displays.

» Verify that the journal was imported. The process can
complete successfully without importing journals. In this
example, note that two journals had errors but one journal

imported successfully.

* Click the Return button.

File Into Cardinal GL

Process Detail

Help
Process
Instance 9196554 Type Applicstion Engine
Name GL_EXCL_JRMNL Description Spreadsheet Journal Import
Run Status Success Distribution Status Fosted
Run Update Process
Run Conftrel ID Spreadseet_Journal_Import Hold Request
Location Server Queue Request
Server PSUMX2 Cancel Request
O Delete Request
Recurrence Re-zend Content Restart Request
Date/Time Actions
Request Created On 04/138/2019 &:57:37AM EDT Parameters Transfer
Run Anytime After D4118/2018 S:.57:22AM EDT Wiew Locks
Began Process At D4/M18/2019 &57:47AM EDT Batch Timings
Ended Process At D4/18/2019 &58:D1AM EDT WView Log/Trace
| oK | Cancel |
Messags Log
Help
Process
Instance: 9196534 Type: Application Engins
Mame: Sl EXCL_JRML Description: Spreadshest Joumal Import
Personalize | Find | view an | 20 | B First ‘1 418o0f8 ‘" Last
Sewverity Log Time Message Text Explain
10 57 47AM Joumal Import processing has started. B
57 4T7AM Processing fils JRMLABPGL332 b ___ [ Explain
. . Journal 0001105437 has error. Skip this journal and -
5T 4T7AM continus. Explain
S ET-ATAM Jour_nal 0001105435 has error.  Skip this journal and Explain
. e Process completed successfully with 1 journals i -
B:57:-52a0 imported. Exgplain
10 S:57:-52a0 Jourmal Import processing has finished. I Exgplain
Published messags with ID 5957 2d4D-51d8-11=9- . §
550240 B8288-233e1decS80f to creats entry in folder Explain
GEMERAL.
. P Successiully posted generated files to the report -
B:55:024M reposibony Explain
v
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Spreadsheet Journals: Upload File into

(continued)

The Process Detail page displays.

Click the View Log/Trace link.

The View Log/Trace page displays.

Click the link for the GL_EXCL_JRNL _[process
instance number].LOG file. This file contains journal
details and any error information, if applicable.

Details include the BU, Journal ID, Journal Date,
Reference and Description.

Cardinal GL

Process Detail

Report
ReportID 42330409
Mame  GL_EXCL_JRNL

Run Status Success

Spreadshest Joumnal Import
Distribution Details

Distribution Node fng2tm Expiration Date

File List
MName File Size (bytes)
AE GL _EXCL JRNL 51365854 log 542
GL_EXCL_JRML_S5156854.LOG 1,177
Distribute To
Distribution ID Type

*Distribution ID

User PPS1_ALLISON_PATRICK

Return

Process Instance 5196554

Help
Process
Instance 9196854 Type Application Engine
Name GL_EXCL_JRNL Description Spreadsheet Journal Import
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID Spreadseet_Joumnal_lmport Hold Request
Location Server Queue Request
Server PSUNX2 _ Cancel Request
() Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 04/18/2019 3:57:37AM EDT Parameters Transfer
Run Anytime After D4/13/2018 &:57:324M EDT fidessage Log Wiew Locks
Began Process At D4/18/2019 8:57:47AM EDT
Ended Process At D4M8/2019 8:58:01AM EDT
OK Cancel
View Log/Trace
Help

iMezsage Log)

Process Type Application Engine

05M&2019

Datetime Created
D4/18/2019 5:58:01.7909664M EDT
D4/15/2019 5:558:01.7909664AM EDOT
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), Spreadsheet Journals: Upload File into Cardinal GL
4 (continued)

The Notepad displays.

« If ajournal was created, record the Journal ID that was created. If more than one journal is included, all Journal IDs
show in the Notepad.

/| GL_EXCL_JRNL 9196884 - Notepad = E=h ===

File Edit Format Wiew Help

Epreadsheet Journal Import {GL_EXCL_IJRNL) 2019-04-18  08.57.47.000000 -
———————————————————————————————————————— Processing file JRNLABPGL332.txt ..JJournal 0001108437 has error. |

5k'|p this ]cuur"ﬂa'l and continue.Journal 0001108438 has error. Skip this ]Gur‘ﬂal and cunt'.ﬂﬂ.&..ﬁ]ﬂ.pp.eﬂ_l
0 h warning : 1012 (15100 0001108437, Journal Line No: 0,2019-03-25) -, - GL Journal Line
or has exceeded maximum length. Sk'lpped journal Tine with warning : 1012 (15100,

OO011084

,Journal Line No: 0,2019-03-25) -, - : Ledger is Blank or has exceeded maximum length.skipped
journal 'I'|r'|e with warning : 1011 {15100, DDDllDEnBE,JGur"ﬂa'I Line No: 0,2019-03-25) -, - : GL Journal Line
Number is Blank or has exceeded maximum length.skipped journal Tine with warning : 1011 (15100,
0001108438,Journal Line No: 0,2019-03-25) -, - : Ledger is Blank or has exceeded maximum ]ength,Process

completed successfully with 1 journals imporred, Imported these journals: system ID (Unit,
Date) Reference, Description 1010 (15100,| 0001108439, 2019-03-25) , Journal Upload GL332Updated these
journals: System ID (Unit, Journal ID, Date) Reference, Description

« If the journal upload is successful, continue processing. Further processing is covered in Lesson 3, Process Journals. If

there are errors and a journal is not imported, errors need to be corrected before further processing can occur. Note the
Journal IDs and error descriptions so errors can be corrected.



/7

If the journal upload creates the journal but does not import it (i.e., upload successful but not imported), investigation is
necessary to determine the correction method. Spreadsheet journal validation is less comprehensive than the validation for

manual journal entry.

The most common spreadsheet journal upload errors and possible

« Skipped journal headers

« Example 1 - The Journal ID and date already exist (Skip if Journal Already Exists would need to be selected on
the run control). To correct, recreate the journal with proper Header values and mark Skip if Journal Already

Exists, if valid.

« Example 2 - The header does not contain a valid Business Unit, Ledger Group, and/or Source. (e.g., Error: Invalid

» Spreadsheet Journals: Upload Errors

corrections are listed below.

Business Unit value). To correct, recreate the journal with proper Business Unit.

«  Skipped invalid journals

« Example 1 - A journal line contains an invalid ChartField value. (Error: Invalid Department value). To correct, enter

a valid Department and re-upload.

« Example 2 - A specified SpeedType value does not exist. (e.g.,

with a valid SpeedType and re-upload.

Invalid SpeedType). To correct, update the journal

H GL_EXCL_JRNL 9196882 - Motepad
File Edit Format View Help

[o e ==

Epreadsheet Journal Import (GL_EXCL_JRNL) 2019-04-18

Ledger is

———————————————————————————————————————— Processing file JRNLABPGL33Z.txt ...
skip this journal and continue.Journal 0001108432 has error. 5Skip this journal and continue.Journal
0001108433 has error. skip this journal and continue.skipped journal line with warning : 1012 (15100,
0001108431, Journal Line Wo: 0,2018-09-25%) -, - : GL Journal Line Number is Blank or has exceeded max1mum
1ength.5kip€ed journal Tine with warning : io12 (15100, 0001108431,Journal Line No: 0,2018-09-25) -, - :
Blank or has exceeded maximum length. skipped journal 1ine with warnin

0001108432,Journal Line No: 0,2018-08-25) -, - : GL Journal Line Number is Blank or has exceeded max1mum
1ength.skﬁp?ed journal Tine vith warning_: 1011 (15100 0001108432 Journa1 Line No: 0,2018-09-25) -, - :

B .

08.11.18.000000

: 1011 (15100,

Pt

Journal 0001108431 has error.

ank or has exceeded maximum 1ength =

Ledger is
] [l &

(] & Cl -l - b
with 0 journals 1m-0rted \mported these ]0urna1
e

SIMEagieloler: = journals: system ID (Un1t

. 0,2018-09-25) -, - [ Invalid SpeedType 5013500Process completed 5ucce55fu11y|

LI .t gt Ly

Journal ID, Date) Reference, Description

-
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@ Spreadsheet Journals: Upload Errors (continued)
/

After importing a journal from a spreadsheet, the Edit Journal process must be run in Cardinal before making corrections
using the Create/Update Journal Entries pages. This is important because imported journals do not have all journal lines
and values populated by the various automatic features. If journals are opened immediately after importing, a warning
message indicates they must be edited first. It is only after the edit process is complete that imported journals display final
entries for such things as balancing by fund.

Error messages for the batch import are provided in the GL_EXCL_JRNL_[process instance number].LOG file and are not
part of the message log. The message log is used for online journals and provides a reference to the log file and incorporates
the Reference ID field value in all the messages logged.

Once all errors have been corrected in the spreadsheet journal, a corrected file should be uploaded and the previous upload
file can be deleted.
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}) Lesson 2. Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.

Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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@ Agency to Agency (ATA) Transactions
/

Cardinal allows users with the necessary security access to transfer funds between Commonwealth of Virginia business units
(BU) by entering ATA journals to record the funds transfer. Originating business units that lack security access to transfer
funds between business units can create a spreadsheet journal to record the transfer and send the text file to DOA for
uploading and processing into Cardinal.

Agency to Agency (ATA) transactions involve:

« Payments for goods/services received from another COVA agency.
» Funds transfer between COVA agencies.

For transactions involving goods/services, or Tier Il Higher Ed federal pass-through:

« If the agency is disbursing funds, a voucher is entered in Accounts Payable.
» If the agency is receiving funds, a deposit is entered in Accounts Receivable.

For transactions that do NOT involve goods/services, or Tier Il higher education federal pass-through, online ATA journals
are entered in General Ledger.
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ATA Transactions: Process Flow

START

Is ATA for goods/

- services or federal pass-

Enter AP Voucher to pay agency
that provided goods/services or

Yes Is Yes to transfer federal cash

g agency paying for goods/

: ] . »
thru? services or disbursing
federal funds?

No Enter AR Deposit to record payment from
agency that received goods/services or to
record receipt of federal cash

No
Lol
Agency enters GL Journal to record
Yes
Does agency have security ATA Funds Transfer
Ll

to access other agency(s)?

Paying agency creates
spreadsheet journal to record

DOA-General Accounting

ATA funds transfer and sends file
to DOA

P uploads, approves, and posts
ATA journal

END

AP

AR

GL

Follow the AP Enter Vouchers
process. The Vendor would be the
State Agency being paid.

Follow the AR Enter Deposits
process. The Customer would be the State
Agency that sent the payment.

Follow the GL Create Journals
process.
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/’ Lesson 2: SUIIIIIIary
}/
V4

In this lesson, you learned:

Each journal entry must contain at least two lines, a debit and a credit.
For each journal entry, the total debits must equal the total credits.

The attachment link allows the attachment of copies of documents associated with a journal entry. Only specific file types
are allowed to be attached. For a detailed listing of the file extensions that are allowed as attachments in Cardinal, see the
appendix section of this course.

Journals can be marked and saved as incomplete (T - Journal Entry Incomplete).

When a journal has a large number of journal lines, spreadsheet journals streamline the journal entry process and simplify
journal data entry using Microsoft Excel.

Agency to Agency (ATA) transfer journals are entered in the General Ledger for fund transfers when the transfer does not
involve exchange of goods or services between agencies or federal pass-through for Tier Il higher education institutions.
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}) Lesson 3: Introduction
/s

This lesson covers the following topics:

Edit journals

* Review and correct edit errors

* Budget check journals

* Review and correct budget check errors

«  Submit journals for approval
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) Process Journals: Overview
/

Journal must be successfilly Journal must be successfulby Al unaporoved ioumals
edited be fore posting. budget checked before are rﬂmed thrjl:rugh
posting workiowto an appmover.
END
F
EDIT CHECK EDTERFRORS Mo | BUDGET CHECK EUDCET ERFD 7S N DOES JOURMAL age ROUTEJOURNAL FOR
JOURNAL(S) EXIST? JOURMNAL(S) EQUIRE ARPROV APPROVAL
y 'y DELETE JO URNAL
Yes Yes
Accounting entries +
from external CORRECT EDIT CORRECT BUDSET e
systems will typicalyy ) " ERROF
be edited and budget ERRORS ERRORS
checked during the Y ag
nighthy batch | A journal that is
processing. denied by the
approver is sent to Mo
the orginators .
work list o be deleted
CORRECT JOURNAL
orcomected/adjusted. LIKES
No
Mo
Candinal requires the edit process The joumal post process
be run on everyjournal, including updatesthe target ledger. AP PROVE JOURMNAL
sub-module journals.
A journal fom Accounts Payable, “
Expense, and Accounts Receivable - 1
is pre-approved since the
orginating transaction is appmoved EDIT CHECK CORRECT EDIT ¥
inthe source module. The JOURMAL(S) ERRORS .
transactions have also been PO ST JOURNAL > R”&“}%"E\T‘“

successfulty budget checked in the
submodule.

No T
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@ Edit Journals: Overview
J

Cardinal has automatic batch processes that run each night to edit and budget check journal entries. Editing and budget

checking can also be performed manually online. All journals must pass the edit process before they can be budget checked.

The Edit Journal process ensures that:

« The fiscal year and accounting period are open

*  ChartField values are valid

*  ChartField combinations are valid

« Journals balance by Business Unit, Fund, and Project

» Total debits equal total credits

« Cash accounts and certain transfer accounts net to zero

«  Control totals entered on the Totals tab match the actual totals for the journal (debits, credits, number of lines)

Journals that fail the Edit Journal process (i.e., status of E) must be corrected before they can be budget checked, approved,
and posted.

Corrected journals must be edited again to ensure all errors have been resolved and the journals are valid.
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@ Edit Journals: Overview (continued)
/

Manual/Spreadsheet Journals: Manually entered and spreadsheet journals are edited during the nightly batch process or,
manually, using the online Edit Journal process available on the Create/Update Journal Entries page.

Other Cardinal Module Journals: For the modules below, accounting entries are created, processed, approved, edited (for
ChartField validation only), and budget checked. Journals from these Cardinal modules are created and processed through
batch jobs, and are fully edited before they post to the General Ledger.

« Accounts Payable
« EXxpenses
* Accounts Receivable — Funds Receipts

Interfaced Journals: Interfaced journals are edited during the upload. They still go through batch edit to be updated to a V
(Valid) journal status. The agency must fix errors online in Cardinal and re-run the Edit Journal process for any journals that

fail the Edit Journal process.
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Edit Journals
y4

To edit a journal, navigate using the following
path:

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries

On the Find an Existing Value tab, search for
the journals that have not yet been edited by
searching for Journal Header Status = No
Status — Needs to be Edited.

Click the Search button.

Search Results are returned at the bottom of the
page.

Select the journal from the Search Results by
clicking on the Journal ID hyperlink.

Favorites = | Main Menu + > General Ledger= > Jourmnals = > Joumal Entry ~ > Create/Update Journal Entries
Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value il Add a New Value i

w Search Criteria

Business Unit|= ¥ | 15100 a,
Journal ID
Journal Date|:| [#]
Document Seguence Number
Line Business UnitE' e}
!Journa[ Header Status| = v | | Mo Staius - Needs to be Edited v | I
Budget Ciecking Header Status| = I M|
Source[= v | a,
User D Q
Attachment Exist| = | v

[J case sensitive
Limit the number of results to (up to 300y (300

Search || Clear | Basic Search EF save Search Criteria

Search Results

View All
. Document Line -
Business e Journal UnPost Sequence T Journal Budget Checking Ledger T
Unit Date Sequence ) Header Status Header Status Group Code
Number Unit
U[Il 0001289126 §0/24/2019 0 (hlank) 15100 Edit Req'd Mot Chik'd ACTUALS ONL  USD
15100 0001289127 10/24/2019 0 (blank) 15100 Edit Req'd Mot Chk'd ACTUALS ONL  USD

Currency Journal

Journal

Total Lines Total Debits

2
2

5
5
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o,

¢/ Edit Journals (continued)
/

Click on the Lines tab. The Lines page allows selection of the appropriate Process for online journal entries, using the
Process drop-down menu. Three edit processes are available:

« Edit/Pre-Check - Edit is run and budget check confirms availability of funds but does not reserve the funds.

« Edit ChartField - Identifies ChartField related errors, to include ChartField and ChartField combination edit errors.
« Edit Journal - Edit Journal runs and if there are no edit errors, Budget Check Journal runs automatically.

Favorites + | Main Menu ~ > General Ledger~ > Joumnals = > Journal Entry ~ : Create/Update Journal Entries

I 1
ﬁeader|| Lines IIotals Errors || Approval |

L]

Refresh Journal
Submit Journal

Lines to add 1 =l

Unit 50100 Joumnal D 0001289128 Date 10/24/2019 Errors Only
Template List Search Criteria —Cbones el View Audit Logs
| Inter/intraUnit | *Process { Edit Jounal M | Process | Line| 10
Budget Check Journal
w Lines Copy Journal Personalize | Find | (21 | @
Delete Journal
Select Line *Unit *Ledger CliE sl Fund Program Department Cost Center
Edit Chartfield
(] 1 50100 Q. ACTUALS Q02010 | [101080 Q. [10012 a, (o}
Post Journal
O 15 50100 Q) ACTUALS | Print Journal Q02010 | [101080 Q10012 Q Q

3

W Totals

Unit Total Lines Total Debits

50100 2 5,000.00

- Save E\F‘ Return to Search [=] Motify || #* Refresh

Personalize | Find | View Al | & | 53

Total Credits Journal Status

5,000.00 N

First (4) 1 of1 (») Last

Budgeat Status

M

EL Add Update/Display
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7 Edit Journals (continued)

(L,

V4

To run the Edit Journal process:
« Select Edit Journal in the Process field.

* Click the Process button. The Edit Journal process runs and the Journal Status updates. If the edit process
completes without errors, Budget Check Journal is kicked off automatically as part of the Edit Journal process.

« Ifthe Journal Status is anything but V (Valid), errors need to be corrected. Correcting errors is covered later in this
course. Save and re-run the Edit Journal process each time a change is made.

« The journal is available to submit for approval when the Journal Status and Budget Status are both V (Valid).

FEvaOtas | BARin Manu = > General Ledgar= > Josmals = > Joumnal Entry = 2 Croatedlpaste Joumal Enbias
|
ml. Lines || Totals " Errors || Approval
Unit 15100 Joumal I 0000346597 Date O1AFHNZ0T [ Errars by
Ternplabe List Search Criteria Change Vales
| interfintatin Q) | I “Process[Edt Jownal ~ | Protaas | I = = Line| 0] [=] [=]
| = Linas Parsonalize | Fnd | (2] m
Satect Lirs it “Ledger SpeadType Account Furid Frogram Department Caoat Canter Task
cl 1 s 0o [0, ACTUALS | | & so11230 |0y, D100 Oy (724001 |, |93300 o | o | &
cl 2 15100 |, AcTUALS | | & so11230 |2 D100 Oy (724001 |y, |93400 =N =N &
| < >
Linesioadd| 1] = [
[ = Totals Forsonalize | Find | Wiew A | 22 m First *A' 1of1 “£ Last
Uhnit Total Lines Taotal Detits Total Credita | Jourmol Statis  Budget Stafus
(16200 2 SO SO0 Y W
[l Save |l Return ks Search | |[E] Moty || 23 Refresh L% Add | LB UpdateDisplay
Heager | Lines | Tatals | Errors | Approval




},\/ Edit Journals: Journal Status Values
/

The Journal Status field is updated following the Edit Journal process. Journal status values include:

Status Description Functional Description
N No Status - Needs to be Edited | Journal has been saved but not yet edited.
Journal is incomplete, or the journal failed the cash account or transfer account
T Journal Entry Incomplete :
net to zero edit.
E Error Journal has an error(s) from edit.
\% Valid Journal Journal has successfully completed edit and is ready for approval.
D Deleted Journal was deleted.
P Posted to Ledger(s) Journal has posted to the ledger.
U Unposted Journal was unposted from the ledger (not available).
. Journal posting is incomplete. A problem occurred and the journal needs to be
I Posting Incomplete : .
resubmitted for posting.
M Valid SJE Model - Do not Post Standard journal entry (i.e. model — Do Not Post).
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@ Edit Journals: Journal Status Values (continued)
/

There are two possible reasons for the Journal Status of T (Incomplete):
1. Journalis incomplete. In this situation, the journal is partially entered and saved for later completion.

* To save a Journal as Incomplete:
* Return to the journal Header tab and select the Save Journal Incomplete Status check-box.
* Click the Save button. The Journal Status updates to T upon save and the journal is bypassed during batch
processing until the check-box is cleared.
* To complete the Journal:
* Reopen and complete the journal.
* Deselect the Save Journal Incomplete Status check-box.
* Click the Save button. The Journal Status updates to N.
* Complete normal journal processing steps.
2. Journal failed the cash account or transfer account net to zero edit or the invalid transfer account pairs edit. In this
situation, the cash accounts or transfer account pairs failed to net to zero or the transfer pair is invalid.
»  Correct the journal and deselect the Save Journal Incomplete Status check-box.
* Click the Save button. The Journal Status updates to N.
«  Complete normal journal processing steps.
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/,/ Edit Journals: Review and Correct Errors
/

On the Create/Update Journal Entries page, Lines tab, the Errors Only check-box can be used to view only the lines with
errors. This can be useful when editing large journals with many lines. The arrows below the Errors Only check-box are

used to navigate through the Lines. To modify the number of lines viewed on the page, update the Line box with the desired
number.

Favorites = | Main Menu + » General Ledger~ > Jourmals » > Joumnal Entry ~ > Create/Update Journal Entries

[ Header . Lines . Totals Errors I Approval .

Unit 50100 Journal ID 0001289128 Date 10/24/2018 ¥/ Errors Only
Template List Search Criteria Change Values View Audit Logs
| Inter/intralnit @ | *Process | Edit Joumal v | Process Line| 10
w Lines Personalize | Find | (| [
Select Line 2 Type Category Subcategory Affiliate Fund Affiliate Amount Stat Stat Amt Referer
I 1 1 o] 1 QL &} 5,000.00 o]
O 15 QL QL QL Q. Q -2,000.00 QL
1 3

Lines to add 1 (=]

w Totals Personalize | Find | View All | {2 | @ First (4) 10f1 () Last
Unit Total Lines Total Debits Total Credits Journal Status Budget Status
50100 2 5,000.00 2,000.00 E M

[F]5ave ||[@h Returnto Search ||[=] Motify ||#* Refresh Es Add Update/Display




4/ Edit Journals: Review and Correct Errors (continued)

Journals marked with errors are saved but do not post until the errors are corrected.

Clicking the Errors tab on the Create/Update Journal Entries page allows viewing of edit errors by journal header and line.
Remember the number of lines viewed is updated on the Lines tab, so in order for all line error messages to appeatr, all
journal lines must be displayed on the Lines tab. For example, if the Lines tab is set to only show 2 lines at a time, the Errors

tab only shows errors for those lines displayed on the Lines tab.

Once the journal is corrected, the edit process needs to be re-run. All errors must be corrected before the journal can be
budget checked.

Favornes » Man Meru - > Caneral Ledger - > Joumas e O Joural Ertry - » Create'Update Joumnael Enves
tlesraw Lrea Jotaa Aper sl
Unit 20100 Jourmal D CODCOISO0D Opte COQJOT01S
* Hoacder Cercen Perscnsize | Fing | L~ Fest % 302 % Lant
Ut Pt Nasre Foeinl Loy Navre el LY Message Test
2oy JOURNAL _DATE Journal Oace 400 4y TRe JOoumal dale (8 NCE N AN OEEN SeCOd FOr TS NOger
20180 JOURNAL_DAYE Sounal Date 800 45 NO 140! year 0D ACSONING PEIOS I SHINES N T CaRAd M 400 TN J0unal date
250 JUNL_HDA_STATUS Journsl Hasder Statys 2300 > Joumad bna artors axat for this hasder
* Line Errdus Pessosarie | Fina | LY | LN Pt 'Y 12602 A Lama
Line # Finid Name Nield Long Narre Set Mg Masangs Tent
' ACCOUNT Acoourn 200 n Comito arror for faldy AcccuraTroject'Cost Canter in proyp MRy _OR_C50
ACCOLNT Acooure 0200 3 Camitd erer 1o Talds AU PIoect Cont Caner v pioup Py _OR_CSC
i Beem & Maberm in Bancch " Prwwious i List * | Nast = Unt W Ny |52 Matresn . Add
Meader |Lines | Towals | Ervors | ASprowe
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@ Edit Journals: Review and Correct Errors (continued)
/

For interfacing agencies, Cardinal generates a Journal Upload Error Report nightly. This report can be accessed on the
agency's file server or can be run manually from Cardinal using the following navigation path:

Main Menu > General Ledger > General Reports > Journal Upload Error Report
The Journal Upload Error Report can result in the following:
File Upload Successful:

» If the file processes successfully, the report provides the file name, upload date, and a file success status that states
that the File is Processed Successfully With No Errors.

File Upload Errors:

» If the file has errors, the report displays details for all rejected transactions.
» Prior to resubmitting the file to Cardinal, rejected transactions must be reviewed and corrected by the agency.

For more detailed information about running this report manually, see the Cardinal General Ledger Reports Catalog located
on the Cardinal website in Reports Catalog under Resources.
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}) Lesson 3. Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.

Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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@ Budget Check Journals: Overview
/

All General Ledger journals (manual, spreadsheet, interfaced, external third party) must pass budget check against
established Commitment Control budgets, based on valid ChartField combinations and amounts. All budget check errors
must be corrected online in Cardinal. The Budget Check Journal process runs as part of the Edit Journal process,
therefore, it is not necessary to run it separately unless the Journal Header Status field displays Valid (V) and the Budget
Checking Header Status field displays Not Checked (N), Error (E) or Provisionally Valid (P).

Transactions that exceed controlling budgets, such as the Appropriation or Allotment budget, or do not have a budget
ChartField combination previously established, cannot pass budget check until the errors are corrected, or an authorized user
overrides the error. DOA General Accounting may need to do an override.

Manual/Spreadsheet Journals - Spreadsheet and manually entered journals are budget checked during the nightly batch
process, or manually online when the Edit Journal process is run, if there are no edit errors.

Other Cardinal Module Journals - Journals that originate in the modules below are budget checked in their originating
Cardinal modules prior to being journal generated to the General Ledger and are not processed through another budget check
again in General Ledger:

« Accounts Payable
« Expenses
*  Accounts Receivable — Funds Receipts

Interfaced Journals - Journals uploaded into Cardinal through the Journal Upload process are edited during the nightly batch
processing and budget checked immediately after, if there are no edit errors.
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/p/ Budget Check Journals

If a journal entry needs to be budget checked
manually, it can be done from the Lines tab on the
Create/Update Journal Entries page.

Navigate to the Create/Update Journal Entries
page using the following path:

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries

On the Find an Existing Value tab, enter valid
search criteria to recall the journal to be budget
checked.

In this example, the search is for all journals that
have a Budget Checking Header Status = Not
Budget Checked.

Click the Search button. Select desired journal from
the search results.

Note: This search does not include journals that
have been budget checked and are in error or
provisionally valid statuses.

Favarites - Main Menu + » General Ledger+= > Journals = > Joumal Entry » >

Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

I Find an Existing Value Add a New Value

Search Criteria

Business Unit|= v/ 15100 Q,
Journal ID| begins with |
Joumal Date ]
Document Sequence Number
Line Business Unit[= w| Q,
Journal Header Staius|= W] ™
Budget Checking Header Status|= »| [Mot Budget Checked v]
Source|= V| | =R
User ID [egins with Q
Aftachment Exist[= v] | v

[ case Sensitive
Limit the number of results to (up to 300} |300

Create/Update Journal Entries
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,} Budget Check Journals (continued)
/

Once the desired journal is identified and retrieved, click on the Lines tab.

In the Process field using the drop-down arrow, select Budget Check Journal.

Click the Process button.

Favorites | Main Menu - » General Ledger~ > Jourmals = > Joumnal Entry -

Header || Lines | Totals || Errors || Approval

Unit 15100 Joumnal ID 0001289126 Date 10/24/2019

»  Create/Update Journal Entries

|[§]Save ||Gt Returnto Search ||+ Previousin List |45 Mextin List ||[=] Metify || Refresh

Header | Lines | Totals | Errors | Approval

Errors Qnly
Template List Search Criteria Change Walues View Audit Logs
Interintralinit @ | *Process ; Budget Check Journal v | Process Line| 10
w Lines Personalize | Find | &2 | [4
Select Line *Unit *Ledger SpeedType Accounta Funda Program Department Amount
O 1 15100 ), ACTUALS QL 5013110 (01000 |y (799001 Q92100 3, 5.00
O 2 15100 0, ACTUALS Q, 5013120 Q01000 |G 798001 Q92100 Q, -5.00
1 »
Lines to add 1 =]
 Totals Personalize | Find | View Al | (21| [ First (4} 10f1 (») Last
Unit Total Lines Total Debitsa Total Credits Journal Status Budpget Status
15100 2 5.00 5.00 M Il

|E Add | Update/Display
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;j Budget Check Journals (continued)
/

The Budget Check Journal process runs and the Budget Status updates to V (Valid).

Once the Journal Status and Budget Status are V, click the Save button.

The journal is saved with its new status and can be submitted for approval.

Favorites | Main Menu -

> General Ledger~ > Joumnals~ >

Unit 15100
Template List

Headsar | Lines | Totals || Errors || Approval

Journal ID 0001259126

Search Criteria

| Inter/IntraUnit @ |

Joumal Entry -

¥

Create/Update Journal Entries

*Process | Edit Joumal

+ Lines
Select Line *Unit *Ledger SpeedType Accounts
| 1 |15‘1 oo * |3 ACTUALS Q. [5013110
| 2 15100 1 ACTUALS 2, 5013120
<
Lines to add 1 (=]
+ Totals
Unit Total Lineg Total Debits«
15100 2 5.00

Date 10/24/2019 Errors Only
Change Values View Audit Logs
v Process Line| 10
Personalize | Find | @I @
Fund« Program« Department Amount Stal
3 (01000 |y (799001 2L 192100 o} 5.00
i |01000 |y (799001 2L 192100 o} -5.00
>
Personalize | Find | View All | 2] | @ First ‘4 1 0f1 "} Last

[/]save ||lot Return to Search

[|#] Previous in List ||s | Mextin List

Total Credits] Joumal Status Budget Status~
5.00 ' Vv
|Ek Add || 5 Update/Display

||[=] Notify ||#% Refresh |
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V4

Budget Check Journals: Budget Checking Header Status
Values

The Budget Checking Header Status field is updated following the Budget Check Journal process.

Status values include:

Status Description Functional Description
The entry failed to pass budget checking.
Errors are exceptions that have failed budget checking because they do not
conform to the rules established for that control budget. Some errors can be
E Error :
overridden.
Security permissions determine who has the ability to override budget errors.
The budget check process has not processed the entry or the entry has
N Not Checked changed and has not been budget checked again.
Journal has successfully passed budget checking and the process updated the
V Valid control budget ledger.
The budget check is valid but the funds are not reserved.
P Provisionally Valid This occurs when the Edit / Pre-Check process is run.
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/"/ Budget Check Journals: Review and Correct Errors —
Option 1

To filter through journals that have not posted, to find e e e e e e e
journals that do not have a valid budget check status, ;.;f;;'i;.;;';'..,;,;;'Qf,.._;;;;ﬂs;..t.. Lo s s o ot ot v 3 3
navigate to the Create/Update Journal Entries page: [ . e [ asvenvine . .. ... .. SO SRR SRR SRR
"~ Search Criteria :
Main Menu > General Ledger > Journals > Journal e |
Entry > Create/Update Journal Entries }
oot e aron B
On the Flnd an EXIStIng Value tab, CIICk the Clear button L -h;;eﬁ;:h :i\: . w za_l__y:_t__t_ S VI .....................................
to remove any defaulted search criteria. S R
. Lser 0] bep win -
Enter valid Search Criteria: e T S
imit the: rr-:n-:r-ﬂsr (v 8o JOQ): (200
- Business Unit =='=5=="=" BP s s ot
+ Journal Header Status not = Posted to Ledger(s) [ res '
oy I [ R ey 7oy e e [Ty ey gy ooy e ] e
Click the Search button, N R L o R
Find an Exisling Valoe | Add a Hew Value -

Search Results are returned. From the Search Results:
* Review the Budget Checking Header Status for each

journal.
* Click on the link for the desired journal.
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Y,

Option

1 (continued)

The Create/Update Journal Entries, Header page displays. Click on the Lines tab.
Budget Status of E. Click on the E to view the error message, which helps determine the method of correction.

Budget Check Journals: Review and Correct Errors —

In this example, the journal has a

Favorites « | Main Menu = > General Ledger~ > Journals = > Journal Eniry > >  Create/Update Journal Entries
1
ﬂeaderl Lines [ Totals Errors Approval
Unit 13100 Journal ID 0001259133 Date 11/01/2019 CErrors Only
Template List Search Criteria Change Values View Audit Logs
| Inter/intratnit. @ | *Process [Edit Journal v Process B Line| 10| [7] [Z]
Lines Personalize | Find | U] Ed
Select Line =it * edger SpeedType Accounta Fund &« Program & Department Amount Stal
] 2z 15100 ), ACTUALS 2, [s012750 Q) (01000 (C (724001 Q1 (94100 Q, -80,000,000.00
| 1 hs100 ®|C ACTUALS 2, (5012740 101000 | 737001 2194100 ] &0,000,000.00
{ >
Lines toadd| 1 = [
Totals Personalize | Find | View an | (] L4 First ‘4 4of1 ‘" Last
Unit Total Lines Total Debitsa Total Credits  Journal Status Budget Status+
15100 2 §0,000,000.00 60,000,000.00 W E
[F]save |||[oh Return to Search 'EI Notify 'S Refresh 4 Add 3 Update/Display
Header | Lines | Totals | Emrors | Approval
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~ Budget Check Journals: Review and Correct Errors —
Option 1 (continued)

The GL Journal Exceptions tab displays showing the error.

V4

In this example, the error is Exceeds Budget Tolerance.

Favoritez [ Main Menu « > General Ledger+ > Journalz« > JournalEniry« > Create/Update Jounal Entries > Jourmnal

Two possible corrections may occur:

GL Journal Exceptions Line Exceptions

° A budget IS mOdlfled and no adjustments are made to the Business Unit 15100 Journal ID 0001259133 & Journal Date 11/01/2019
Journal' *Exception Type STl ] v | Override Transaction (5] 0
Maximum Rows 100 More Budgets Exist
. Search lvanced Budget Criteria
« The Budget Check Journal process is re-run. A
Budgets with Exceptions Personalize | Find | view ail | 2| EH First ‘4 1-20f2 '} Last

Budget Override | Budget Chartfields

* A ChartField value or amount is corrected and the journal

Details Business Unit  Ledger Group Exception More Detail OEV:;;:: Transfer
Is saved, resulting in a Journal Status and Budget Status
1 @{ 15100 CC_ALLOT Exceeds Budget Telerance More Detail GoTo ... Z|
of N.
2 @L 15100 CC_APPROP Exceeds Budget Tolerance Wore Detail GoTo .. ,j

« The Edit Journal process is re-run, which

automatically generates the Budget Check Journal |(gzsae (& retmtoseaen |[Eiotty
process. GL Journal Exceplions | Line Exceptions

Once the required checks are re-run, the Journal Status and
Budget Status are V.

The journal can be saved with its new status.
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2 Budget Check Journals: Review and Correct Errors —
~~  Option 2

In addition to reviewing the Create/Update Journal
Entries, Lines tab, there is another method to search
for budget check errors.

Favorites « Main Menu » Commitment Control » » Review Budget Check E):{:epii|:h|1:r,""'L,l » General Ledger v * Joumnal
Navigate to the Journal page using the following path: Joutmal
M al n M enu > CO mm | tm ent CO ntI’O I > ReVI ew Enler any informalion you have and click Search. Leave fields blank for a list of all values.
Budget Check Exceptions > General Ledger > | Find an Existing Value
Journal [ Search Criteria |
. . . Commilment Control Tran ID[ begins with ¥ || |
Enter Valld SearCh Crlterla' Commitment Control Tran Dale=_ v] ||§|
Business Unil[=_¥ 15100 [=Y
(] B us | ness U n |t Journal ID[begins with ¥ |[0001108439 [«
Journal Date = L [E]
Process Instance[ = ] | I

« Journal ID

Process Status[= ] | i

Limil the number of resulls to (up to 300):

Click the Search button.

=
Search |I| Clear |Basic:5&arch [&° =save Search Criteria

Just as in Option 1, the GL Journal Exceptions tab
displays. Correct errors as necessary.

Re-run the Edit Journal and Budget Check Journal
processes, as necessary, and save the journal in its
new status.



V4

% Budget Check Journals: Common Errors

The table below shows some common budget check errors and whether or not they can be overridden.

Exception

Can Exception be
Overridden?

Possible Action(s)

ChartField values may need to be changed or budget may

No budget exists N need to be created.

. ChartField values may need to be changed or journal may

Budget is closed N need to be recreated with a different Journal Date.
Exceeds budget Journal amount(s) may need to be changed, budget may

tolerance (i.e., Y need to be created, or exception may need to be

budget) overridden.

Determine if budget hold can be changed, change

Budget is on hold Y ChartField values on journal, or exception may need to be

overridden.
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%/ Budget Check Journals: Common Warnings

Warnings are exceptions that do not conform to the rules of the established budget ledger, but do not hold up journal
processing. They are in place to provide alerts to certain situations that may adversely impact the budget and journal
processing.

Warning
Code

Warning Description

Notes

Exceeds budget but is

transaction

w1 within tolerance Transaction exceeds available budget balance, but is within the tolerance allowed. (Not currently used)
Transaction exceeds budget, but the control option for the control budget definition is Tracking with Budget
or Tracking without Budget.
Exceeds budget, but is a For Tracking without Budget, no warning issued for detail tracking ledger groups.
w2 track or non-initial

If it is not a detail tracking ledger group and a budget row exists, even if it is for a zero amount, a W2
warning is issued if the transaction exceeds the available spending.

However, if no budget row exists, no warning is issued.
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@ Budget Check Journals: Errors Review
/

Correct the journal lines that create a budget error or, if the COA distribution is correct, have the budget modified.
Example corrections to a journal may include:

«  Correcting a transaction amount

«  Modifying ChartField combination values

* Requesting an override from DOA

* Requesting additional budget (Appropriation or Allotment)

The edit and budget check processes need to be re-run once the journal or budget is corrected.
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}) Lesson 3. Hands-On Practice
/

Now you have an opportunity to practice the lessons learned today in a training environment.

Your instructor will provide direction on how to log in and complete the exercise.

If you have any questions, please ask your instructor.

7
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/;/ Submit Journals for Approval
/

Only journals that pass edit and budget check are routed for approval. If an agency has only one approver, the agency
should have the Journal Processor submit journals for approval.

Journals cannot be submitted and approved by the same person.

Manual/Spreadsheet Journals - Manual journals and spreadsheet journal uploads must be approved by an agency approver
in the General Ledger and, therefore, must be manually submitted for approval by the Journal Processor.

Other Cardinal Module Journals - Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts
are pre-approved in their modules. As a result, they do not need to be submitted for approval in General Ledger unless they
are modified online in the General Ledger. Once the journals are modified online, they need to be submitted for approval.

Interfaced Journals - Interfaced journals are assumed to have already been approved in the agency external system per the
agency’s specific business processes. As a result, they generally do not need to be submitted for approval in the General
Ledger, unless they are modified online. However, if the journal contains capital outlay or non-exempt legal service values as
identified below, the journal routes to DOA for online approval.

«  Capital outlay projects with a Program value of 998000 that have not received their environmental impact study
« Journals with a non-exempt legal services Account value of 5012430

Interfacing agencies should use the Journal Upload Error Report to monitor errors and errors must be fixed online by
someone with proper permission. If the budget is fixed via Commitment Control, no additional approvals are needed.

However, if the Create/Update Journal Entries page is opened and saved, the journal works like an online journal and the
journal Source is updated from EXA to EX2 and requires submission for approval.
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V4

To find journals that need to be submitted for
approval, use the following path:

Main Menu > General Ledger > Journals >
Journal Entry > Create/Update Journal Entries

On the Find an Existing Value tab, click the
Clear button to clear Search Criteria fields.

Enter known search criteria. In this example, the
Business Unit and Budget Checking Header
Status are entered to search.

Click the Search button. Search Results are
returned. Choose a journal to be submitted by
clicking on the link for the journal.

y Submit Journals for Approval (continued)

Favorites + Main Menu =
Create/Update Journal Entries

Enter any information you have and click Search. Leave fields blank for a list of all values.

|[ Find an Existing Value -| Add a Mew Value

|"~ Search Criteria

Business Unit[=_v] 15100
Journal ID| begins With ~7 ]| |
Journal Date
Document Sequence Number
Line Business Uni‘t

[=
| Budget Checking Header Status|= v|  [valid

wl |

Source|= W |
User |D| begins with »

Attachment Exist[= v] |

[Jcase Sensitive
Limit the number of results to {up fo 300): |300

=z
| Search | Clear Basic Search [27 Save Search Criteria

300 of 10019 results are displayed.

Wiew All

Hournak

Document Line

UnPost

Sequence

Business Journal
Unit Date

Business
Unit

Journal 1D Sequence

Humber

15100 IUDODDSDBSE ]1131}‘2014 a

(blank) 15100 Posted

Budget Checking
Header Status

Walid

» General Ledger~ > Journals + > Journal Enfry » > Create/Update Journal Entries

Ledger Currency
Source
Code

Group

ACTUALS OML USD

Journal
Total Lines

8

Journal Total

Debits

G583003.94
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;j Submit Journals for Approval (continued)
/

The Create/Update Journal Entries Header tab displays. Click the Lines tab.

Verify that Journal Status and Budget Status are both V (Valid) before submitting the journal for approval.

Favorites ‘ Main Menu = » General Ledger> > Journalzs~ > Journal Entry » > Create/Update Joumnal Entries
Header | Lines | Totals || Errors || Approval
Unit 15100 Journal ID 0001289133 Date 11/01/201% Errors Only
Template List Search Criteria Change Values View Audit Logs
| interfintratnit Q) | *Process [Edit Journal v Process B Line| 10| [7] [
Lines Personalize | Find | | &
Select Line *Unit *Ledger SpeedType Accounta Fund & Program & Department Amount Stal
O 2 15100 ) ACTUALS Q, [sp12750 ) 01000 | O (724001 2 |94100 Q -5,000.00
| 1 fis100 » | ACTUALS Q, (5012740 1 |o1o000 Q737004 Q94100 &} 6,000.00
< >
Linestoadd| 1 =
Totals Personalize | Find | View an | ] 4 First '*' 1of1 '} Last
Unit Total Lines Total Debits& Total Credits | Journal Status Budget Status™
15100 2 5,000.00 6,000.00 W W
I-IE'_I Save ||-|Qf‘ Return to Search | |[Z] Molify | |2% Refresh | |[Es add || & Update/Display
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;j Submit Journals for Approval (continued)
/

To run the Submit Journal process:

»  Select Submit Journal from the Process drop-down menu.

» Click the Process button. The journal is saved and submitted for approval. Journal Status and Budget Status remain
V (Valid) until the Journal is approved and posted to the General Ledger.

Favoriies « | Main Menu « > General Ledger~ > Journals~ : Journal Eniry » > Create/Jpdate Journal Entries
| Header I Lines I Totals I Errors (f Approval |
Unit 15100 Journal ID 0001239133 Date 11/01/2019 Errors Only
Template List Search Criteria Change Values View Audit Logs
| interfintraunit. Q) | *Process [ Submit Journal v I | Process | I = Line| 10 =
Lines Personalize | Find | ] L
Selact Line *Unit *Ledger SpeedType Accounta Fund & Program & Department Amount Stal
O 2 15100 0 ACTUALS i [sp12750 (01000 |C (724001 94100 Q -6,000.00
|:| 1 15100 1 ACTUALS ) [s012740 Qo000 |G 737001 Q94100 & 6,000.00
< >
Lines toadd| 1 = @
Totals Personalize | Find | View Al | (2 | FE First ‘4 1of1 '* Last
Umnit Total Lines Total Debits& Total Credits Journal Status Budget Status™
15100 2 6,000.00 6,000.00 W W
LE'_| Save ||[oF Retumn to Search | |[=] Mofify ||2* Refresh | |= add %3 Update/Display
Header | Lines | Totals | Errors | Approval




7 Submit Journals for Approval (continued)
/

Notice the original user is skipped as part of the approval process because he/she submitted the journal. Reminder: the user who
submits the entry can not also approve the submission. This can be avoided by having another user submit the journal and then the
journal creator would be able to approve the journal.

Favorites - | Main Menu - > General Ledger~ > Journals ~ > Joumnal Entry ~ > CreatefUpdate Journal Entries

Header Lines Totals Errors Approval

Unit 15100 Journal ID 0001211333 Date 08M 32019
Approval Status
Unit 15100

Approval Check Active Y

Approval Status Pending Approval
Approval Action [ Approve |

Deny Comments =]

254 characters remaining

Jrnl Approval
Unit 15100, ID 0001211333, Date 2019-06-13, Line Unit 15100:Pending (& View/Hide Comments

Jrnl Approval

Skipped
=1 “lahos, Elizabeth (DOA)
— L Joumal Approver
101019 - 32537 P

Pending

(I_) Multiple Approvers
GL Joumal Approwver

Comments
Approval History

] save [a* Return to Search 14| Previous in List 4 | Mextin List %] Notify = Refresh

Header | Lines | Totals | Errors | Approval 90




/) Lesson 3: Summary
}/
y 4

In this lesson, you learned:

« Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts are
« Validated and budget checked in their respective modules
* Pre-approved, since the originating transaction is approved in the modules

« Journals created manually online, journals created from external sources (e.g., agency systems) and spreadsheet journals
must be edited and budget checked in the General Ledger.

* Any errors identified after an interfaced journal is uploaded into Cardinal must be corrected online in Cardinal; if
corrections are made online in Cardinal, the journal requires agency approval online in Cardinal.

« Transactions must pass edit and budget check in order to be available to submit for approval. When a journal has a large
number of journal lines, spreadsheet journals streamline the journal entry process and simplify journal data entry using
Microsoft Excel.

* General Ledger journal entries that are not pre-approved are manually submitted for approval.

91



}) Lesson 4: Introduction
Y4

This lesson covers the following topics:

+ Deny/Delete journals

* Approve journals

* Postjournals

« Copy journals

* Inquire about journals
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Journalmust be successfully
edited before posting.

EDIT CHECK
JOURNAL(S)

F F Y

Accounting entries
from external
systems will typicalty
be edited and budget
checked during the
nighth batch

» Manage Journals: Overview

Journal must be successfully

budget checked before
posting
EDT ERFORS " BUDCGET CHECK
EXIST? o JOURMNAL{E)
Yes
CORRECT EQIT
ERRORS

processing.

SUDCGET ERROFRS

Yes

CORRECT BUDGET
ERRORS

A journal from Accounts Payable,
Expense, and Accounts Receivable
is pre-approved since the
originating transaction is appmoved
inthe source module. The
tranzadions have also been
successfully budget checked in the
submodule.

Carinal requires the edit process
be run on everyjournal, including
sub-module journals.

The joumal post process
updatesthe tanget ledger.

¥ 1
EDIT CHECK CORRECT EDIT
JOLIRMAL () ERRORS
-
Mo

DOES JOURMNAL
EQUIRE APPRDY

Al unapproved journals
are routed through
workiowto an approver.

ROUTE JOURNAL FOR
APPROVAL

=Y ea

DEMNY

Ajourngl that is . OURRALT

denied by the
approvdr is sent to
the orgjnators
work listiio be deleted
orcometed/adjusted.

No

AP PROVE JOURNAL

END

DELETE JO URNAL

Yes

CELETE
JOURNAL?

MNo

CORRECTJOURKAL
LINES

) O

T

POST JOURMNAL >

RUNJOURNAL
EXTRALCT
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@ Deny/Delete Journals
/

An approver can deny and/or delete a journal.

Deny:

« Denying a journal does not release the funds that were reserved during the journal’s initial budget check process.
« Be sure that denied journals are either corrected or deleted.

* When denied journals are corrected, the Budget Check Journal process runs automatically during Save and releases
the previous amounts. Funds are reserved for the corrected amounts, if appropriate.

For detailed instructions on denying journals, see the statewide course entitled GL333: Approving Journals on the Cardinal
website in Course Materials under Training.

Delete:

 When deleting a journal, the Budget Check Journal process runs automatically and releases the funds reserved.

Journals that have passed the budget check process but have not posted can be deleted.

The system creates an audit trail of the deletion.

Journals can be deleted by the originator, as well as the approver.

Journals cannot be deleted once they have posted.
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,j Delete Journals
J

To delete a journal, from the Create/Update Journal Entries page, Lines tab, select Delete Journal from the Process drop-
down box and click the Process button.

Favorites - | Main Menu + » General Ledger= > Journals = Journal Endry = > Create/Jpdate Journal Entries
Header I Lines || Totals ” Errars ” Approval
Unit 15100 Journal ID 0001235132 Date 11/01/2019 Errors Only
Template List Search Criteria Change Values View Audit Logs
| InterfintraUnit Q) | *Process [Delete Joumal v Process = Line| 10 [3] [=]
Lines Personalize | Find | | l_:.l
Select Line *Umit *Ledger SpeadType BAccounta Fund & Program Department Amount Stal
] 1 15100 ), ACTUALS , [s013110 C (01000 Q799001 Q) 92100 Q 1,250.00
[l 2 15100 2 ACTUALS &, (5013120 G, [o1000 | (799001 Q, (92100 i | -1,250.00
L4 >
Lines toadd| 1 = E
Totals Personalize | Find | view an | 2] [ First 'Y 1of1 '*' Last
Unit Total Lines Total Debitsa Total Credits Journal Status Budget Status™
15100 2 1,250.00 1,250.00 i W
|5l save |||g"‘ Return to Search ||IE| Motify ||ﬁ Refresh -, Add | FF Update/Display
Header | Lines | Totals | Errors | Approval

95



’j Delete Journals (continued)
/

A pop-up window asks for confirmation to delete this journal. To confirm deletion, click Yes. To cancel, click No.

If Yes is selected, the Budget Check Journal process runs automatically and releases the funds reserved and a pop-up
window displays confirming that the journal has been deleted. Click the OK button.

Favorites v | Main Menu v > Generalledgerv > Journalsw > JoumalEntry~ > Create/Update Journal Entries
Header H Lines H Totals H Errors H Approval
Unit 15100 Journal ID 0001289132 Date 11/01/2019 [ "I Errors Only
Template List Search Criteria Change Values View Audit Logs
| Inter/intraUnit *Process [Delete Journal v Process = [2] Line | 16_} [ =
w Lines Personalize | Find | (2] E
Select Line *Unit *Ledger SpeedType Al t t Stat
r—— — I Message N —————" ro
O 1 {15100 |Q ACTUALS \ | & [501311 1,250.00, | |
_______ — e Ne— e
oo 2 15100 |Q ACTUALS L | Q5013128 4o oy sure that you want to delete this journal? (5010,30) | 125000/ [
< >
i Yes G Ne |
Lines to add —11 E [j
w Totals Personalize | Find | View All | 2] B First ‘& 10of1 ' Last
Unit Total Lines Total Debits~ Total Credits Journal Status Bu
Message
15100 2 1,250.00 1,250.00 Vv
|[F)save ||[Eh Returnto Search ||[=] Notify |[:3 Refresh Bk Add | [
A P S s 4 Journal 0001289132 is physically deleted. (5210,7)
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@ Approve Journals: Overview
/

Once journals are manually submitted for approval, Cardinal Workflow routes journals entered or updated online to the
appropriate approver(s) Worklist for approval. All journals must be approved before they can be posted to the General
Ledger. Some journals may require multiple levels of approval. Once all necessary approvals are complete, the journals can
be manually posted to the General Ledger in batch or overnight by an automated batch process.

Manual/Spreadsheet Journals - Manual journals and spreadsheet journal uploads must be approved by an agency approver
in the General Ledger.

Other Cardinal Module Journals - Journals from Accounts Payable, Expenses, and Accounts Receivable — Funds Receipts
are pre-approved in their modules. As a result, they do not need to be approved again in General Ledger unless they are
modified online in the General Ledger.

Interfaced Journals - Interfaced journals are assumed to have already been approved in the agency external system per the
agency’s specific business processes. As a result, they generally do not need to be approved again in the General Ledger,
unless they are modified online.

However, if the journal contains capital outlay or non-exempt legal service values as identified below, the journal routes to
DOA for online approval.

« Capital outlay projects with a Program value of 998000 that have not received their environmental impact study
« Journals with a non-exempt legal services Account value of 5012430
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4/ Approve Journals: Option 1

Workflow determines the appropriate approver(s) based on the profile of the user who created the journal and the type of
expense. Approvers can view items awaiting approval by checking their worklist. Approvers should check the worklist

frequently (at least daily) for journals requiring approval.

To approve journals using the Worklist, click on the Worklist hyperlink at the top of the Home page. A list of journals needing
to be approved is returned. Click on the link for the desired journal.

@Cardinal Al <[ Search
"4

Favorites v | Main Menu - > Worklist» > Worklist

Worklist

Worklist for WALLACE.ROBERTS: Roberts, Wallace 'Rob' (VDOT)

4 | Advanced Search

LDEEEIIEIEE Worklist Filters

Vl D Feed

Worklist ltems
From Date From Work Hem Worked By Activity

Easter-Webster,

Gloria (VDOT) 0&/06/2019 Approval Routing Approval Workflow

Easter-Webster,

Gloria (VDOT) 08/06/2019 Approval Routing Approval Workflow

Home [[“Workiist] | AddtoFavorites |  Sign Out

3

Mew Window | Personalize Page | (]

Personalize | Find | View All || El First ‘! 1-60f6 "' Last

Priority Link

GLJournalApproval. 592052, STATE
1910-01-02. W, 0,

BUSINESS UMIT:50100
[1-High _ ~| JOURNAL 1D 0001286349
JOURNAL DATE:2018-07-31
BUSINESS UNIT LN:50100
RDCRAODA

10-01-02, N, 0.
SINESS UNIT:-50100
RMAL ID:0001286430
URNAL DATE:2019-08-06
SINESS UMIT LN:50100
C:RADA

A
|grn

|
=
=

1-High v

|
|-::-

el
o=

Mark Worked

Mark Worked
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% Approve Journals: Option 1 (continued)

(L,

V4

The GL Journal Approval page for the journal displays.

The journal can be approved using the Approve button. Denied using the Deny button. Placed on hold for further action review
using the Hold button.

If the journal is denied or placed on hold, Cardinal requires comments be entered in the Comments box.

After adding comments in the Comments box, click on Approve.

Favorites + Main Menu + > \Worklist= > Worklist [}

GL Journal Approval

Business Unit 50100 Return to Workdist
Journal ID 0001285430 Aftschments (T}
Journal Date 02/08/2012 Ga to Joumal Entry Page
Line Unit 50100 Status Pending
Ledger Group ACGTUALS Debits $785.00
Adjusting Entry H Credits §785.00
Fiscal Year 2020 Description kove legal expenditures from 1
Period 2 Requester GLORIA.EASTERWEBSTER
Jrnl Approval
Start
Unit 50100, ID 0001286430, Date 2019-08-06, Line Unit 50100:Pending EE:;
Jrnl Approval
Pending

Multiple Approvers
@ GL Joumal Approver _E

To add comments to the journal's approval process, enter and select any one of the four approval action buttons. Then the comments can be viewesd from
i E e iz Di
IEEG& comments here that support the deniad Hct'nn.| il

o
I Approve | I I Deny |I I| Hold |I Pushback I| Add Comments | 99




I} Approve Journals: Option 1 (continued)
/

After the GL Journal has been approved the user can view or hide comments from the originator. Click on the View/Hide
Comments link. The comments will display under the approval workflow.

GL Journal Approval

Favorites - | Wsin Menu 5 Wordist~ > Workist

‘/ Raoberts, Wallace "Rob' (VDOT)
GL Joumal Approvsr
11/01/19 - 3:56 FM

Business Unit 50100 Return to Worklist
Journal ID 0001287205 Attachments (0}
Journal Date OR/07/2019 Ga to Joumal Entry Fage
Line Unit 50100 Status Approved
Ledger Group ACTUALS Debits 5273573
Adjusting Entry M Credits %2,738.72
Fiscal Year 2020 Description To Correct Charges to Wrong De
Period 2 Requester SCOTT.BOLLIMNG
Jrnl Approval
Unit 50100, ID 0001287895, Date 2018-08-07, Line Unit 50100:Apprml'EIl {EView/Hide Comments
Jrnl Approval T
Approved

Comments

Roberts, Wallace 'Rob’ (VDOT) at 11/01/19 - 3:36 PM
This is a test

the Approval Flow Graphic Display.

To add comments fo the joumnal's approval process, enter and select any one of the four approval aclion buttons. Then the comments can be viewsd from

ik

&
254 characters remaining
Approve Deny Haold Pushback Add Comments
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s/ Approve Journals:

Another option for approving journals is to
navigate to the Create/Update Journal
Entries page and search for the desired
journal.

On the Approval tab, select the Approval
Action of Approve.

Click the Submit button.
Jrnl Approval updates to Approved.

For more detailed information about
approving journals, see the statewide
course entitled SW GL333: Approving
Journals, located on the Cardinal website
in Course Materials under Training.

Option 2

Favorites ~ Main Menu ~ > General Ledger~ > Journals » > Joumal Entry » > CreatefUpdate Journal Entries

Header Lines Totals Emors Approval

Submit

Unit 50100 Journal ID 0001287920 Date 08/07/2019

Approval Status

Unit 50100
Approval Check Active Y

= Peandi A
ADDCOYA i nodina Annro

Approval Acton pprove ]

Deny Comments

254 characters remaining

Jrnl Approval
Unit 50100, ID 0001287920, Date 2019-08-07, Line Unit 50100:Pending

Jrnl Approval

Pending
@ Multiple Approvers
GL Joumal Approver

I} 1Approval History

T LRGeS TSy

[Flsave ||[ah Return to Seard

Jrnl Approval

Header | Lines | Totals | Errors | A

Unit 50100, ID 0001287920, Date 2019-08-07, Line Unit 50100:Approved

Jml Approval

Approved
Q/ Roberts, Wallace 'Rob’ (WVDOT)
GL Joumal Approver
0119 -3:41 PM
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@ Approve Journals: Review
/

Remember that interfaced journals are not subject to approval unless changes are made online.

Some journals require multiple approvals. Examples where DOA approval is required:

«  Capital outlay projects with a Program value of 998000 that have not received their environmental impact study.
« Journals with an Account value of 5012430 (Legal Services).

After approval, journals still have a Journal Header Status of Valid until the journal is posted in General Ledger.
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g/ Post Journals
Y

Once approved, a journal is eligible to Post.

The Journal Post process:

« Posts valid (edited/budget checked) and approved journals in the General Ledger
» Posts each journal and summarizes in the appropriate ledger

» Updates the Journal Header Status to Posted
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g/ Create/Update Journal Entries: Post

Most journal entries are posted during the nightly batch process. However, journals can be posted manually by the journal
approver.

To post an individual journal manually, select Post Journal in the Process field on the journal Lines page and click the
Process button.

From the journal lines select Post Journal and click on process. After a brief pause, the following message appears:

Favorites ~ | Main Menu - > GeneralLedger~ > Joumnals~ > Joumal Entry ~ >  Create/Update Journal Entries

Header Lines Totals Errors Approval

<
Lines to add 1 =

Journal ID 0001289121

Date 10/22/201%

Errors Only

Unit 15100
Template List earch Critaria Change Valua: View Audit Logs
| Inter/Intralnit © | *Process |[QRa8IIE] v | Process = Line 10 =
Lines Personalize | Find | \ E
Select Line *Unit *Ledger SpeedType Account Fund Program Department Cost Center
O 1 15100 Q. ACTUALS 3
Message
O 2 15100 Q, ACTUALS d g

Would you like to wait for confirmation that the Pest process has completed? (5010 487)

Totals
Unit Total Lines Total Debits | please check the Process Monitor to verify that the scheduled process has completed before accessing the Journal.
15100 2 6,000.00
s
P Yes ! Mo

“our request is currently in precess. If you choose to wait, once the process has completed, you will be retumed to the updated Joumnal. I you choose not fo wai,

[ Save ||[ah Return to Search [=7] Notify % Refresh

Header | Lines | Totals | Errors | Approval

There are three possible actions the user can take to complete the action:

« Click Yes
 Click No
« Do Nothing
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’) Create/Update Journal Entries: Post (continued)
/

If the user clicks Yes the Journal Entries action is completed and the page will display as shown below and the transaction

will complete successfully.

Favories « Main Menu ~ > Generalledper~ » Jounals~ » JoumalEntry» > CreateUndate Journal Entries
o Lines Totals Lrroes ADDrovs
Unit 15500 Joumal 1D 0001211351 Date O12019 Errors Only
[Temgiate Uist Search Creera View Aucit Logs
*Process [E0t Jounal v Process = 2 Line 10 ¥ [z
v Lines Personalize | Find | () 2
Select Line Uit Ledger SpeedType Account Fund Program Department Coat Centes Task s
1 19900 ACTUALS Q 5022780 02155 503017 15900
2 12000 ACTUALS Q 5011110 10000 S03017 19900
3 19900 ACTUALS Q 5022370 0I0Co 523001 15900
4 19900 ACTUALS Q 101010 02159 95555
= 19000 ACTUALS Q 101010 0000 99999
[ 19920 ACTUALS Q spsDin 02199 G5555
7 19900 ACTUALS Q 101010 01000 )
< >
v Totals Personaize | Find | View AT | €9 | B9 Frst € tof1 * Last
fUssz Total Lines Total Debits Towl Credrs Joumal Stanss Budget Status
19500 T 600 00 600.00 v
[ Save 2 Retumn to Search CINotey o Refresh _» Ald
Heager junes § |otats|!mlw
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7 Create/Update Journal Entries: Post (continued)
/

If the user clicks No when completing the POST process the Journal Entry action will create a message. Make a note of the

process instance number.

Message

Would you like to wait for confirmation that the Post process has completed? (5010, 457)

oyes I mo |

Your request is cumently in precess. If you choose to wait, once the process has completed, you will be returned to the updated Joumnal. If you choose not to wait,
please check the Process Monitor to verify that the scheduled process has completed before accessing the Joumnal.

Message

Journal has been scheduled for post. The process instance number is

10645912,

(5010,468)

Please check the Process Monitor to verify that the scheduled process has completed before accessing the Journal.

Click ok and navigate to the Process Monitor to referenced process instance10648912.
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»/ Create/Update Journal Entries: Post (continued)

Main Menu > General Ledger > People Tools > Process Scheduler>Process Monitor

In the Instance From field enter the Instance number referenced in the prior message.

Click Refresh. The Run Status will display the transaction is successful.

Process List

View Process Request For

Favorites = ‘ Main Menu = » PeopleTools » > Process Scheduler » > Process Monitor

User IDPPS1_KAREN.(Q.  Type |

v || Last v 100 | Days v . Refresh

sever.  v]  MName

Process List

Select Instance  Seq. Process Type

106458794 Application Engine

Runstatus]  ¥| Distribution Status |

Process

21| Instance From 106487094 Inslan{:e To Report Manager

v | ¥ save On Refresh

s

Personalize | Find | View All | (2] | @ First (4) 10f1 () Last
Distribution

Name Uszer Run Date/Time Run Status Sfatus Details
GL_JEDIT_0 PPS1_KAREN.GHOLSON 1E[g$1;2019 124Z48PM 1 occess  Posted Details

Click on Details link
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¢/ Create/Update Journal Entries: Post (continued)

Click on View Log link. The LOG will display under the name field. Click on the LOG and validate the process is completed

successfully.

Process Detail
Process

lnstance 10842705
Name GL_JP
Run Status Success

Run

Run Control ID ONLJPWALLACE.ROBERTS0000000001
Location Server
Server PSUNX2

Recurrence

Date/Time

Request Created On  10/31/2018 1:33:46PM EDT
Run Anytime After 10/31/2019 1:33:45PM EDT
Began Process At 10/31/2018 1:34:03PM EDT
Ended Process At 10/31/2018 1.3417PMEDT

OK | Cancel

Type Application Engine

Description GL Journal Posting

Distribution Status Posted

Update Process

Hold Reguest

Queue Request

Cancel Request
i iDelete Request

Re-send Content Restart Request

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

Vigw Log/Trace

View Log/Trace
Report
ReportID 47310732
Hame GL_JP

Run Status Success

GL Journal Posting
Distribution Details

Distribution Node fintrn

File List

MName

IE._"—&E_G L_JP 10845795 logi

Distribute To
Distrbution ID Type

ser

Feturn

Process Instance 10648795 Message Log

Process Type Application Engine

Expiration Date 11/20/2019

File Size [{bytes) Datetime Created
526 10312019 123417 734471FM EDT

*Distribution ID
WALLACE . ROBERTS
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74 Create/Update Journal Entries: Post (continued)
/

The following is displayed on the LOG

PeopleTools 8.57.84 - Application Engine
Copyright (c) 1%28-281% Oracle andfor its affiliates.
w11l Rights Reserwved

Begin Posting at 2812-18-31-13,34.87.204586, (5830,1)
Begin processing Journal Posting Request number 1 for User ID "WALLACE.ROBERTS" and Run Control ID "OMLIPWALLACE.ROBERTSSGE008G4E1". (5838,4)
Unit "Sel@a@", Ledger Group "ACTUALS": Journals Posted: 1; UnPosted: 83 Reversals Created: @. (5538,6)

Finished Posting st 2819-18-31-13.34.17.387386. (5838,2)
Poplication Engine program GL_JP ended normally

NOTE: When the user initiates the Edit or Post process and receives the warning message but does not respond to the
message and instead closes the browser tab and returns to the journal in Cardinal, the journal entry WILL NOT PROCESS AN
EDIT OR POST.
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},\/ Post Journals: Individual Journals (continued)
/

A pop-up displays asking for confirmation to

Foontea . A Ve - Covary' Lodpm = S - Sl Erdy o COremnliooss Jousy Dores

post the journal. Click the OK button. T B

Once posted, the Journal Status updates to el o R s fmsdoarls

P (Posted). o =
= :

e ]
Favinton - Maws Mevs » Datwnst Lodyes » S rais - snnvel Frdiy - CrmadatipOnta Naswal | risws
P >
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p/ Post Journals: By Batch
/

A group of journals can also be posted manually

in batch. To post a group of journals, navigate ol | Weloceatd R A et R b bR R
using the following path:
Post Journals Request
Main Menu > General Ledger > Journals > - ==
Rurs Conlral 1D Pas?_Jouinsls Aapol Menassr Peotess Wonlod
Process Journals > Post Journals
Process Regues] Parimsses Fird | Wiew A Firsd ‘& 1ol1 "% Lok
Choose a Process Frequency of Once. Enter . N A=
valid_parameters, ingluding a Description, to % ones [ oeserpoon Fort et |
specify the group of journals to be posted. - Aways
A D't RBun

. . . Business Unit 15100 0, Lesfigeer Group ACTLALS 3,
In this example, all journals with J_ournal Dates of —— ) System Scurce| »
03/01/2019 through 03/31/2019 will be posted. Process Partition 1D q
Other parameter values that can be used are Soutnal I} From a Journal 1D To A,
Journal IDs, Years, and Periods. | Journal Date From 03012015 |5 Journal Date To 02312015 5 |

Frrom Year To Year
. Firom Perd To Penod
Click the Run button.
[ suip Open mem Reconcadiation K saip Summary Ledger Upcate o 5kip Essbase Incromental Lossd
Lismya & Bald blank b salect all s vahaes
_.lult‘l:lltllF!un':Dl':'l.'.l
sl caw | Molly | | Rulesh + A0 ||l Updataesplay
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The Process Scheduler Request page displays.

Select the GL Journal Posting check-box.

Click the OK button.

The Post Journals Request page displays and a Process
Instance number now displays.

Click the Process Monitor link and review the Details to
ensure that the process completed.

Review the journals from the Create/Update Journal
Entries page to ensure that all journals are now posted
and have a Journal Status of P (posted).

/,j Post Journals: By Batch (continued)

Process Scheduler Request

User ID PPS1_ALLISON PATRICK Run Control I Post_Journals

Server Name [v] Run Date [D4/18/2019 |
Recurmrence ﬂ Run Time [12:09:52PM Reset to Current Date/Time:
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution

Application Engine Distribution

| & GL Journal Posting || GL_JP

Cancel Refresh

Help

Cawatdl Lo = P —— . At - [T
Post Joum L 4 (1]
n A
L e
-
C -
v
o
—— L Ly € ¥
“ar Ly atewr 3
. o
2w ' 410 Lo
— v Dot T
Feoen Yo To Yesr
Vi e 1o Penoa
TR Oy Dt 10w - W - - > o t S - 1
i
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/;) Copy Journals: Individual Journals
/

Cardinal enables copying of information in an existing journal to use for a new journal entry. Select the journal to copy by
navigating to the Create/Update Journal Entries page, Find an Existing Value tab. Copy posted or unposted journals and

change the header and lines as needed.

After selecting and retrieving the journal to be copied, select Copy Journal from the Process drop-down box and click the

Process button.

Favorites = | Main Menu = » General Ledger~ * Joumals« *  Joumal Enfry » »*  Create/Update Journal Entries
Header [ Lines ' Totals || Ermrors '! Approval |
Unit 15100 Journal I 0001289117 Date 10/09/2019 Errors Only
Template List Search Criteria Change Values View Audit Logs
InterniraUnit ® | *Process | Copy Joumnal v | Process = [Z] Line| 10 [Z] =]
Lines Personalize | Find | 7 | [
Select Line *nit *Ledger SpeedType Accounts Funda Program Department Amount
[ 1 15100 0 ACTUALS 2, 5013110 Oy (01000 S (799001 1 92100 QL 1,250.00
[} z 12100 O, ACTUALS 2y 5013120 Oy 01000 |Gy 799001 92100 ) -1,250.00
4
Lines to add 1 =l
Totals Perzsonalize | Find | View All | (7] | E‘ First (4 1of1 (» Last
Unit Taotal Lines Total Debits = Total Credits =~ Journal Status Budget Status™
15100 2 1,250.00 1,250.00 W W
[H save ||[E" Retum to Search Previous in List | [45] Mesxtin List | [[=] Motify || Refresh Eh add || & Update/Display
Header | Lines | Tolals | Errors | Approval
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/;) Copy Journals: Individual Journals (continued)
/

The Journal Entry Copy pop-up window displays. oumal Evty Copy
The Journal ID field defaults to NEXT and is —— o
updated to the next sequential number once the
new J ourn a.l | s save d Business Unit 15100 Copy From ID 0000366022 Copy From Date 09/11/2013
| Journal ID NEXT | Ledger [ Reverse Signs

The Journal Date defaults to t_he current date but [oumalbeicom20te 3] New Ledger 3 Recaute Bt Dt
;igozenﬁrr:gr;geer%go a date Wlthm an Open ADB Date Document Type [ save Journal Incomplete: Status

Cumency Effective Date ]
Click the Reverse Signs check-box if the journal Reversal Date ADB Reversal Date
should be recreated with all amounts reversed ® Do Not Generate Reversal ¥ Same As Journal Reversal
from the Origina| journaL (O Beginning of Next Period On Date Specified By User

(0 End of Next Period ADB Reversal Date
The Recalculate Budget Date defaults checked O Next Day
and cannot be changed. O Adjustment Period
(O On Date Specified By User
Click the Save Journal Incomplete Status check- Adjustment Period
box if the journal needs to be saved and Reversal Date B
completed later.
Cancel Refresh

After reviewing the Journal Entry Copy fields,
click the OK button to access the newly copied
journal. e ———————
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/;) Copy Journals: Individual Journals (continued)
/

The Lines tab for the newly created journal
displays.

Click on the Header tab to view the header for the
newly created journal.

Note that for all journals copied with a source other
than ATA, the Source is automatically updated to
ONL (Online). Do NOT change this.

ATA journals will still show a Source of ATA and
can be updated, as necessary.

Update the journal as needed and follow normal
journal entry and processing procedures.

Header | Lines | Totals | Emors | Agproval

Favories v Man Mecu » Gerorol Ledger > Joumalsv > JoumalEnbry» »  Creste/Update Journsl Entries
Header I Lines | Tolslks | Emors | Approval
Unit 15100 Journal ID DOD0SE5024 Date 10012018
Long Dsscrpb::n?,'c Lommact account on deposits 852 A
220 charstiers 1emaining
"Ledger Group ACTUALS Adjzating Entry | Non-Adfustieg Entry v|
LeO0er Fiscal Year 2018
l *Source ONL Q ] Persod 4
Rederence Number ADS Date 10017201
Joumal Class ]
Transaction Code GENERAL A Auto Generate Lines
[ save Journal Incomplete Status
SJE Type v [ Awtobalance on 0 Amount Line
Cumrency Defoults: USD § GRARNT /1 LICTA
Attachements {0)Commitment Control
aversal Do Not Generate Raversy
Entered By UM Sprouse, Enn (DOA)
Entered On 10 113912°M
Last Updsted On 10012013 11281125
A Seve | Ch Retumlo Sesech | I Notify | 24 Rafrash » Add
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/p/ Copy Journals: By Batch
/

Cardinal also enables copying of journals by batch. To copy a group of journals use the following path:

Main Menu > General Ledger > Journals > Journal Entry > Copy Journals

The Copy Journals Run Control page displays. If this is the first time copying journals in batch, select the Add a New
Value tab to add a Run Control ID, and click the Add button. If this is a recurring task, enter the Run Control ID and click

the Search button to access the Copy Journals page.

Favorites = Main kenu - » Genperal Ledger= > Joumals = > Joumal Entry » > Copy Joumals

Copy Journals

Eind an Existing "/alue Add a Hew Value

Run Control ID Copy_Joumnaly :-c

Add

Find an Existing “Value | Add & Mew Value
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¢/ Copy Journals: By Batch (continued)

The Copy Journals Request page displays. Enter the journal(s) information that is to be copied. To add additional lines,
click the plus (+) button to the right of the request parameters.

Once all journal information is entered, click the Run button and follow the procedures for reviewing details, ensuring that the
journals were copied and then making changes to the journals, as necessary.

Favonies = Main Menu - » ‘General Ledger= > Jowumals = > Joumal Entry » > Copy Joumsals

Copy Journals Requeast

Run Control |ID Copy_Journals Raport Manager Process Monitar Fun

Process Request Parameters Perscnalize | Find | View all | 0] & First ‘&' 1of1 ‘&' Last
-IF- & - i

Frequeney  "Unit *Journal ID ‘Date *Hew Jownal ID Hew Date Reversal Cur Ef¥et R;i‘;::" S:E!j‘gj: Save Joumal Incomplete Status

15100 | 0001108435 |Q, [D4n182md|Q NEXT 04/182019 [ Reversal ez @ [ v, ] -

Gl Save ||=] Molify || o Refresh + Add || B UpdateDesplay
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7l Journal Inquiries: Journal Status — Option 1
/

To review the status of existing journals, using Fromase | VanVews 3 Giellsgee ) Jumay | JamalBwpe ) CessUpdis loonl s

the Journal Header Status and/or Budget

Checking Header Status, navigate to the CrewiotUpdeis Jourmal Enbiea

Create/Update Journal Entries page using the  [Fmmesmmsesm s i i s e

following path: ]

Main Menu > General Ledger > Journals >

Journal Entry > Create/Update Journal )

Entries .

On the Find an Existing Value tab, click the et v .

Clear button to clear the search fields. =

The Journal Header Status and Budget )_v J )

Checking Header Status fields allow searching | ool vl | d

for journals based on their edit or budget check B

status. In this example, the search is Journal —

Header Status = Journal Has Errors. e e

After entering valid search criteria, click the :

Search button. Search Results are returned at | " seio 0 05 T S SIS LS DD e T LT R
the bottom of the page. S AREIEN WOOT 8 TR TR
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#/ Journal Inquiries: Journal Status — Option 2
/

At any time during journal processing, another
option to view the status of journals and the
journal line details is to go to the Review
Journal Status page by navigating using the
following path:

Main Menu > General Ledger > Journals >
Process Journals > Review Journal Status

Click the Clear button. Enter valid criteria in
the Search Criteria fields.

In this example, the search is Journal Header
Status = Journal Has Errors.

Click the Search button and a list of Search
Results displays at the bottom of the page.

Click on the hyperlink for the desired journal.

Favoriies = Miain henu = » Geneslledger= » Joumsls = » PocessJoumals = o Review Joumal Status

Review Joumnal Staws

Enter ary imonrabon you have and clck Searth. Leswe helds blank for 8 kst of Bl velues

Find an Exisfing Value

Search Crtena
Business Unil[= [is100 =
Jaumal 10 begns with
Joumnal Dole| = vl h|
UnPost Sequence|= v|

Document Saquance Number) baging with

| “oumal Hender Stabus| = wv| [Joumal Has Emors v

imi the rmiber of results b (up to 3000 300

| Search || Clear I:Iaa:Eeer:r .x-'l Save Sesrth Crilena

Search Resulis

Wi All First ‘A 1porg b Last
Business Uit Jourral I Joumal Dade UnPosd Sequesnces Dooument Sequenoe Bomber Joornal Header Status Budget Checking Header Status. Ledger Groop
15100 DODDSEEDT M= 4 i kaanic) Emors Nt Cinic'd ACTILALS
15100 DODDSEE0NZ DSMDDIE 0 {okaaniic) Emare Mot Chi’d ACTUALS
15100 DOODSEE03 DSM12015 0 ([ kean) Emars Mist Chi’d ACTUALLS
15100 ARDOIZOSIS4DEZ0E 0 ([ bbsnk) Efrans abd ACTUALS
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’j Journal Inquiries: Audit Logs — Option 1
/

When a journal entry is saved for the first time, Cardinal creates an audit trail of journal events such as journal creation,

deletion, edit, post, etc.

After a journal is selected, from the Create/Update Journal Entries page, Lines tab, click on the View Audit Logs hyperlink.

FawIrnes v Main Mamu - »  Ganaral Ledger- »  Jouwmnals - 3 Joumad Entry > 3 Creste/Update Joumnal Entres
Header Lines Todals Erroes Auppraval
Wnit 15100 Jourmal ID ARDIOZ0S519 Diate D4/0272013 Errors Only
Fempiaie 0= Search Crteria
*Procoss | Edit Journal | Frocess ARE Line| 1D |Z
Lines Persanalize | Find | = | m
Salac Lire Unig Ledger SpaadType Account Fuind Program Departmarnit Cast Cenler Task FIFS
18900 ACTUALS '::-L 184801 DD rul 2100
2 15100 ACTUALE CL 184601 0D Toe0d w2100
< >
Totals Persanalize | Fingd | View A0 | (1] | ] Fast ‘Y 9ar1 " Last
Uinit Total Limes Total Dehits Total Credits Journal Status  Budget Status
15100 2 12510 15510 E W
[Gl5sve || S+ Retum io Search ] Metty | |i® Refrash B Acdd || F] L
| Mesder | Lines | Totsls | Errors | Aoprovs
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f) Journal Inquiries: Audit Logs — Option 2
/

Another way to view the audit log is by accessing the Search Audit Logs page. Navigate to this page using the following
path:

Main Menu > Set Up Financials/Supply Chain > Common Definitions > Audit Logging > Search Audit Logs

Choose the General Ledger Application Name and click the Search button.

Favories | Main Menu « » Set Up Financiala/Supply Chain » > Common Definitions » > Audit Legging » » Search Audit Legs

Search Audit Logs
Enter any information you have and click Sesrch. Leave fields blank for a list of all values

Find an Exsting Value

Search Criteria

Application Name|= | |General Ledger w

Documgnt Cndrl begins with "ur'l |

Document Mame| begins with |

I:l Case Sensitive
Limit the number of resulls to (up to 300): |300

-
. = .
Search Clear Bazic Eearch & ESave Search Criberia
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,) Journal Inquiries: Audit Logs — Option 2 (continued)
/

The Search Audit Logs page displays. Enter valid Search Criteria and click the Search button. The Search Results, with

the audit trail of the selected journal, display at the bottom of the page.

Search Audit Logs

Application Name General Ledger
Search Criteria

Document Name GL JOURNAL

Business Unit |is equal to W] |15100 a
GL Journal 1D | begins with W | (0000342761 Q,
e
Journal Date =
Journal Process |is equal to ] V|
[is equal to ~| .
Event Code X
Event Date |13 20ual fo v I
User ID [is equal to |
[is equal to |

Process Instance

Clear

O include Archive
M Include Batch Changes

O include Purge Logs

Only the first 300 results can be displayed.

Business Unit

15100

15100

15100

13100

15100

Search Results

GL Journal ID  Journal Date g::'f:;ce Joumnal Process Event Code
00003427681  2016-D7-31 ] [ CREATE
00003427681 2016-D7-31 D 1)} UPDATE
0000342781  2016-D7-31 i m UPDATE
0000342781  2016-D7-31 D 1)} UPDATE
0000342761  2016-D7-31 o [ UPDATE

Event Name Event Date Time

Create Joumnal 08/04/2016 9:15:43.00D0DDAM

Update Journal — 08/04/2016 9:20:34 DODDDDOAM
Update Journal — 08/04/2016 9:20.37.00DDD0AM
Update Journal — 08/04/2016 11:32:48.000000AM
Update Journal ~ 08/04/2016 11:32:50.000000AM

User ID¥

WPHE2T3T

VWPHE2737

WRHE2737

HS.J34926

HS.J 345926

Process
Instance

Personalize | Find | E‘l '__-i-| First ‘&' 1-50f5 ‘b Last

Message Text

Journal has been created by Create/Update Journal Entries
component.

Jourmnal has been updated by Create/Update Joumnal Entries
component.

Jourmnal has been updated by Create/Update Joumnal Entries
component.

Jourmnal has been updated by Create/Update Journal Entries
component.

Joumnal has been updated by Create/Update Journal Entries
component.
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4/ Journal Inquiries: Journal Inquiry Details

View details for journal header and journal lines using e B T T R T T B
the Journal Inquiry — Journal Inquiry Details page.

Search Audit Logs

NaV|gate to thlS |nq u | ry US| ng the fo”OWi ng path : Enter any infermation you have and click Search. Leave fields blank for a list of all values

Find an Existing Value

Main Menu > General Ledger > Review Financial search Crlterie

Informatlon > Journals .-E_E:J:'.;s‘.mkrian1e|= - V| ||General'_a.:ger | I
. . . . . . CG:.‘:’I‘&‘T_NEH]E

If this is the first time using this search, use the Add a Dlcase sensitive

New Value tab and create an Inquiry Name. e
Otherwise, use an existing Inquiry Name. Click the [ower ] ctew Jmvsicomen & covesooren crors
SearCh button. Favormen e Van Merg « Gareral Ladoer = Neviow Prarcisl foeraton « S

Enter valid Journal Criteria and click the Search

button. A list of journals meeting the criteria displays Y L T TOMPe Clefwhr. v Suie
at the bottom of the page. T Tl A

To navigate to the Journal Inquiry Details page,
click on the desired Journal ID hyperlink.
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,) Journal Inquiries: Journal Inquiry Details (continued)
/

The Journal Inquiry - Journal Inquiry Details page for the selected journal displays showing detailed journal lines.

Favoriios - Aain Mony v »  Genotnl Lodger « Moview Firancisd informabion v & Joumals

Journal inguiry
Journal Inquiry Detalls
Ledger Criteria

Go Yooamal Cotena
Jourmal Header

Journal 1D 000023276 Date QI

JAw2016 Schedule
Leciger Group ACTUALS Original Date (7312016 Process No Roguest
Source Ora Date Posted 08042016 Total Lines 4
Journal Status Fosled Reversal Date User 1D ‘vl rs?
HBalanced DR«CR Reversal Noew InterUnit BU 45100
Do Seq Budget Smh;! Vala Date Code Adjustment N

Long Description [ TO CORRECT 2V 0000355454 505 T AINAGE PAYABLE ENTRY

& Al Linos 'FromiTo
From Line To Line
Query Jourmal Lines
ToLas by Currenty Find | View Al First % 161 & Lant
Currency uso Dedrit Amoum 450 000 00 Crodit Amosnt 450 000 00 Net 000
Journal Line Personalze | Find | View Al | ] B Fest % t40fd & Lomt
Aurmourd [in
Lirwe ® Line Desor SpeedType Tramsacton Currency Accoert Fund Program Cepartrreeed Cost Cordler
Cwrrency)
I Ascounts Payatie Retainage 225000 W USD ry w4 oNne0 THIOON 25T00
2 Accourts Paysbie-Retsinage 2250000 UsD 205023 03011 711008 95300
3 Cash Wi The Treasurer Of VA rees DO0 0 USD 101010 0090 o
- Cash Wi The Treasurer Of VA 225000 0 U0 101010 oeon L
<

>

) Save '] Notity

s Add | ] UpdateOusplay 124




/’) Source

Drill to Source can only be used when
searching for journals from modules other
than GL (AP, Expenses, AR). The searchis
the same but journals begin with the prefix
identifying the module (e.g., AP, AR).

Enter valid Journal Criteria. Update the
Source to the source desired. In this
example, Accounts Payable journals are
desired so the Source is AP.

Click the Search button. A list of journals
meeting the criteria displays at the bottom of
the page.

To navigate to the Journal Inquiry Details
page, click on the desired Journal ID
hyperlink.

Journal Inquiries: Journal Inquiry Details with Drill to

Favoritis = Main ey 3 Generallledger = o Review Fnancisl Ieformalion =+ Joumaly
Journal Inquiry

Joumal Crileria

Inguiry st "Ladoe "Yair 'Fram Pefiod T Perind Suspense Shfug

JANLNG 1 A\ ROTUALS. 5 as 4\ | | LA “

Jowral I [iate Shatus Sousre Cumency Sht Diooamend Type

s, A P o d, " | Deater oo A
Liser [ocument Segquence Sort By Wax Riorwes Attachment Exist
a Jounal I w| 10 W
Basth == [dear
Jolrnas
Joumals Pernsine | Fnd L& s 1200020 ' L
Lk FLI -

Jounal I [tk H sty Somrce Bunpense St User Ungoat Daie Ceagr
AEODEE0EES LG 5 Fraded LE o 58 AL CarDiNAL BATCH GL TIPED AP Py ~
MBI B ] Freled JaH 0 SEp A CAALENAL BATLH GL 180G AP Peyments
APIEE 13T Ti53 g Freied AP o Sump &5 CART BATCH G Shigld Arroans Fayat
APODERAG 0777018 ] Pogled AR 0 A CARTINAL_BATCH GL WHTANE AP Peymends
ABOREE il ] Freled WH 0 SLEp sALINAL BATCH 6L w1k ALouns Fayst
APINSERNTS 3071 E0  Posted LA o Sump A5 CARDEMAL BATCH GL 3008 Accoanis Payat
APIDETEES [l Podled AP 0 S A4 CARDINAL BATCH G TATONE AP Paymenls




Journal Inquiries: Journal Inquiry Details with Drill to
Source (continued)

The Journal Inquiry - Journal Inquiry S R R e i T
Details page displays Journal Headerand |
Journal Line information for the selected  |joumal inquiry Details
journal. Ledger Criteria

Go Youournal Crtena

y 4

Jowmal Header

Click on the Drill to Source icon for a T e D AT e
specific journal line in the Journal Line Original Date 07302012
section of the page to drilldown to the RS o e

.. . Journral Status Posted Reversal Date User 10 AA_CARDINAL_DATCH_GL
Orlglnal transaCtlon. Balanted DRCH Reversal None nterUset BU 15100
Doc fv"]‘ Dadget Ssatus Vans Date Code Adjustment N
Note: There is no Drill to Source icon on e |
the GL Journal Inquiry Details page. — -
From Line To Line

Cuery Journal Lises

rd ~
Currency usl Dedit Amowns N wEm Croda Amourd 2750300 Net

) | ersonaks d w Al & 14

o Aot (i

- e L Dwsan Speed Type Tranaaction Currendy Al Funag PYograe Department Cont Conter

xce vy)

T ' -1

1

D - T o e

' 3 WNECERACES T MEEEMUSh 0 SHMEAD MO TN ey

. P UNESERVCES a0rs00USD 0 SMMAYRY 0BISD T1a)

< >
1 Save & Notvien 40 Seatth w1 Notty » A
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/ Journal Inquiries: Journal Inquiry Details with Drill to
/” Source (continued)

The Drill to Source page displays the Journal ID,

ChartFields, and Details, including the Voucher ID
associated with the selected journal line. The .
information displayed varies based on the source of i s

the journal. = T T |

Freatoyr [AESRTIS Frrerad jmbg v Srora Vel bbarsbim r covaresh wmrrad Ll Lrran

For additional information, click on the Voucher ID
hyperlink in the Details section. o ey e

----------

Click on the various tabs, Main Information, - _ prrrerryy e e
ChartFields, or Journal, to get additional information s
about the journal. =] -

Expand all the fields by clicking on the Show alll

columns icon T B e R e B e e Wl
)
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/p/ Ledger Inquiries

The Ledger Inquiry page is used to review ledger
information. Navigate to this inquiry using the
following path:

Main Menu > General Ledger > Review Financial
Information > Ledger

The Ledger Find an Existing Value page displays.

Click the Add a New Value tab. Create a new Inquiry
Name if this is the first time using this inquiry.

Use the Find an Existing Value tab to search for an
existing inquiry if this inquiry has been used before.

In this example, a new inquiry has been created with
the name LDGRINQ. Click the Add button.

Favorites » Main Menu = y General Ledger~ > Review Financial Information »
Ledger
Find an exsing Value || Add a New Value

Imquiry Hame | LDGRING

W

Find sn Existing “alus

Add & New Valus

Ledger
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/;) Ledger Inquiries (continued)
/

The Ledger Inquiry page displays. Please Note |fmsss:  Msbews Gewslledes o AevienFrancsl o o Ladoe
that commitment control and summary ledgers

are not available from this page. Ledger Inguiry

Enter the required Ledger Criteria: Ermier ledger, panod, Chanfieid and rest of e crimnia. Lok on Szarch bution  exscui e quary.

. Unit Ledges Criteria

° LEdger Irejuiny Kame "l et . "i_{nj_.?..y . lF.s-:J-ITw "Em-:?n:-'n:d "TDFII:II:-d Cuseney

* Fiscal Year L DGRNG e L i i, \

i St Cntle Dale Cosde
«  From Period : 3 IL"":_“
. = Trade Otz

« To Period -
B Shem V1D Balince [ inchude Closing Adfjursiments M Ledger Rows
[ shem Transackion Detaits TEnI]- in Earee Comency hli1]

Click the Show YTD Balance check-boxtosee |
the YTD balances for the specified ChartFields. Gewr | [em
The From Period must = 1.

Charthield Criteria Fenoraice | ind | 12| 5 Pt Libef 1 b L Iz lude Adprstment Paniods
i Faried
Click the Show Transaction Details check-box | - e il bl | i -
to view ledger data along with the journal Aecturt gz 7, Updnshem @ v 1 L= —
transactions that contributed to the balance. S \ ), Updatahiom g 0
. . . . LI i 1, Upduietsn & [ ]
Enter ChartField Criteria and click the Search _
button = g cho e g -
' Ferdd i 3 Updsishion | [ i
FP2 i 1 Updaiehion ¥ [
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% Ledger Inquiries (continued)

In the Ledger Criteria section, enter the required field values. Additional fields and controls in the Ledger Criteria and

ChartField Criteria sections are available and can help narrow the search results or provide additional summarization. See

the chart below for field descriptions.

Field

Description

Show YTD Balance

When selected, inquiry returns year-to-date balances for specified ChartFields for the defined period(s), including
period 0. Results are ordered by ChartField as selected in the criteria. If this box is not selected, the inquiry returns
individual balances for the period(s) and ChartFields that are displayed ordered by Period, then ChartField. If
Show YTD Balance check-box is selected, From Period in the criteria must = 1.

Show Transaction Details

View ledger data along with the journal transactions that contributed to the balance.

Include Closing Adjustments

Include closing balances (period 998) along with the current open period amounts.

Max Ledger Rows

Indicates the maximum number of rows to display. Override the default of 100 with any number <=300 rows.

Delete Deletes the inquiry, cancels the page, and returns to a blank Ledger Inquiry page.

ChartField Enter a ChartField value for one or more ChartFields to review specific ChartField data in a ledger.
One ChartField must be selected in order to sum by. If one is not selected an error message will display after
selecting the Search button. The accounting period is always included in the sum by and is always the first column
in the inquiry results.

Sum By

If ChartFields are selected in the ChartField Criteria for Sum By and the Show Transaction Details check-box is
not checked, the results is a display of each row in the ledger that meets the criteria for business unit, ledger, fiscal
year, accounting period, currency, and statistics code.

Value Required

Select this check-box to filter out ChartFields with blank values. This check-box is available only when the Sum By
check-box is selected. Itis also unavailable for selection but is automatically selected by Cardinal if the ChartField
Account has Sum By selected.

Order By

The results sort order of the ChartFields is based on the order in which you select Sum By for each ChartField.
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I} Ledger Inquiries: Ledger Summary
/

The Ledger Summary results display after clicking
the Search button on the Ledger Inquiry page.

Click on the Ledger Detail Drill-Down ChartField
Display hyperlink to select the ChartFields to display
for Ledger Detail.

Click on the Activity link for specific transaction
details.

The Ledger Inquiry Transaction Details page
displays and shows the Journal IDs associated with
that transaction.

Click on a Journal ID hyperlink to see specific details
within the journal.

F reorsien - g s - s Ol Ledge + Arwaw Frarce Informston - Ladgas

rilyes Endyury
Pl Surmemary

Balzrg plciorg o0 Dol o bl yow cen cick on Ledger Deind Dell-Dowe. Churiiald Coplny™ o Sopdey S chorfiakds Bl s
PararEn. T A Imouery

Lidige Trileris

o Ta ey i
I Ledons Lirlad L= Lywer (-l ol
Ty Fingl | Wabwi A1 Fr % 1ol L
Ledgmer firnounl By Correney Paryorades | Fied | LS | Ll Fimi 1-12ad 12 F Lasf
ek o
P RL bty LT ACCOak el 2 et ] T i i L1727 Dk [
[~ ]

Dol S0 1R Crp Sabureel, Clyinfed

Fowrast » ml‘u-r - Dl Ledges = Prvatwy Fuiresal imdoimueasn » Lcigas

mdgm Inqguery
I rars-gciedn Lelans

Liikyer Criteiis

i

G T rep g Ledmra el Ty
T e i
praachon Dol Full | rm 2 Eeid igfi ' fael
Ledger by Pericd ard Chertfeids P | Foadl | 7)) s
Pacied  doas =1 Fraray g rirsard Tesk [T Loyl dezrmd D ripdea [
i e 2 +
Al [i1 Trisridel e Cureraig] Bl Gl ik D Ao e Bave Cumerssy] Sed RS T
Jorraly Panonaiae | Find (L | e Finz ‘% #-3af} Lt
dmcsml n
b ]
T ey Doy O g whrl mmd s Teprapbon Comrpray Bomp o pTEng
—rr—s Fann” aras 2l
181 18EED ol 1 R J- -1} LR 0 e P
TR 15117300 2580753 OrATDe Rl FL7 LI U W7 LT U
CERTIMEN 18417002 20580809 ONOAT0HE 2 DD K
1 B " et b Baieth o] Pty ]
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/;) Lesson 4. Summary
/

In this lesson, you learned:

* Only journals without errors that have been edited and budget checked can be approved.
« Journals may be approved or denied. Denied journals must be corrected or deleted.
« Deleting a journal releases the funds that were reserved during the budget check process.

« Cardinal allows copying of journal information from an existing journal to a new journal. The Source for all copied
journals, with the exception of ATA journals, is automatically changed to ONL.

Cardinal allows online inquiries for ledger information and status of journals.
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}) Course Summary
/

m Processing Journal Entries

In this course, you learned:

Understand key journal entry concepts

» Understand the overall journal entry process

* Understand Agency to Agency (ATA) transfer journals

« Understand how journal processing integrates with other Cardinal modules and interfaces with external systems
* Create journal entries in Cardinal

* Create and upload a spreadsheet journal

. Review and correct edit errors
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}) Course Summary (Continued)
/

m Processing Journal Entries

In this course, you learned:

* Review and correct budget check errors

Submit journal entries for approval and monitor journal status

Manage journals via approval, deletion, denial, and copying

Review online inquiries for ledger information and journal status
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}) Course Evaluation
/

Congratulations! You successfully completed the SW GL332: Processing Journal Entries course.

Your instructor will provide instructions on how to access the evaluation survey for this course.
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g/ Appendix
/ﬂ PP

« Key Terms
* Allowed Extensions on Attachments

* Flowchart Key
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/@ Key Terms

Budget Checking: The process of comparing transactions to budget ledgers to ensure that amounts do not exceed the
controlling budget. Transactions may pass, fail, or pass with a warning. The budget check process is run via a batch
process. Once a valid budget check status is achieved, the budget balances are updated.

Business Unit: An operational subset of an organization. In Cardinal, each state agency is a Business Unit.

ChartField: A field on the Chart of Accounts. It represents one category of data (e.g., Fund, Department, Account) with
various values that further define a transaction. A combination of ChartFields defines an accounting distribution used on a
transaction.

Combination Edits: Rules that determine which ChartField values are required, or not allowed, in combination, in order for
an accounting entry to be posted.

Commitment Control: Enables the tracking or controlling of expenses against budgets and revenues against estimates.
Journal: An entry used to post accounting entries to a ledger.
Journal Date: The date of the journal transaction which drives the accounting period and fiscal year.

Journal Header: Includes the overall journal information such as the ledger, the journal source, long and short descriptions,
and more.

Journal ID: A sequentially generated number for online journals, other module journals, and interfaced transactions.
Interfacing agencies can change the Journal ID to be in agreement with their existing systems.
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/;/ Key Terms (continued)

Journal Lines: A reference to each accounting line entered in the General Ledger Create/Update Journal Entries page,
consisting of appropriate ChartField and accounting values.

Ledger and Ledger Group: A Ledger is a record of monetary transactions by account (e.g., Budget, Actuals, Modified
Accrual, Full Accrual, and Cash). A Ledger Group is a group that includes ledgers that have a common physical structure.
Each Ledger within the Ledger Group shares a common physical structure based on the ledger template.

Run Control: An identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run
Control ID defines parameters that are used when a process is run.

Workflow: A tool in Cardinal that routes a transaction electronically for approval via a Worklist. Journals cannot be submitted
and approved by the same person.
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}) Allowed Extensions on Attachments
Y4

The following is a list of file extensions that are allowed on attachments uploaded to Cardinal. You should only attach key

supporting documents that either enhance the electronic Cardinal transaction approval process or are instrumental as part of
the transaction history. The Cardinal system should not be relied upon to maintain agency documentation and should not be

considered the official retention source of the agency. Supporting documents, as required by all applicable
regulatory/governing bodies, should be maintained by the agency apart from the Cardinal attachment functionality.

Allowed Extensions on Attachments in

Cardinal
BMP .CSV .DOC
.DOCX JPE JPEG
JPG MSG PDF
PNG PST RTF
TIF TIFF TIXT
XLS XLSX XML
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» Flowchart Key

Step
Description

Batch
Process

Manual
Operation

Decision
QOutcome

Entity Name

Depicts a process step or interface.

Specifies a batch process.

Depicts a process step that is preformed manually.

Defines the possible outcom es of a decision or
analysis that took place in a step immediately
preceding.

Represents an entity (person, organization, etc.).

Start

End

Document

O

Step/
Process

Indicates point at which the process begins.
Does not represent any activity.

Indicates point at which the process ends.
Does not represent any activity.

Depicts a document of any kind, either electronic
or hard copy.

Indicates an on-page or intra process connector.
Used to avoid complex overlapping connector
lines or to continue a process on a subsequent

page.

Connects steps between business processes.
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